Section  IX 


R424.2  F979  Pt.  9 


r97f 


FUNCTIONAL  DESCEIPTXQM  OF  ACTIVITIES 
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NOVEJiBER 

1944 


As  a basis  for  studyiiig  in  detail  the  functions  of  state  govern- 
ment, the  Reorgajiiaation  and  Classification  Committee  obtained  from  each 
department,  beard,  or  comrdssion  a complete  factual  statement  of: 

(a)  Each  specific  job  or  activity  performed  by  the  agency 

(b)  The  purpose  served  by  each  job  or  activity 

(s)  The  federal  or  state  law,  agency  regulation,  executive 
order  or  policy  requ5-ring  the  performance  of  the  job  or 
activity,  which  are  abbrevia-ted  as  follows: 

"F" “Required  by  federal  statutes  or  regulation 
(3how  statute,  article,  section,  etCo) 

"R'*“Reqaired  by  department,  board  or  commas  ion 
regulation  (Show  regulation  number  or  date) 

»0*’=-Kot  required  by  any  of  the  foregoing  but  carried 
on  as  a matter  of  policy  cr  practice 

‘'S**“Requirsd  by  state  law  (Show  p.ajnp5-ilet  .law  number 
with  articles,  section,  etCo) 

’’S” “Required  by  Executive  Board  or  Governor ‘“'s  Office 
(Show  date  of  order) 

l,d)  The  number  of  persons  required  on  a full  cj'  part  time 
basis  to  perform  each  job  or  activity 

Since  this  was  the  first  inventory  of  its  icLnd  in  the  history  of 
the  state  goveriiment,  the  Committee  has  compiled  the  information  for  future 
refe}'ence  aiid  ure  into  the  follcvdng  sectics^.s: 


Section  X 


Section  X 

Governor^'s  Office 

Departi’nent  of  Agricalture 

Department  of  Banking 

Section  II 

Civil  Service  Commission 

Department  of  Commerce 

Perinsyivania  Post  War  Planning  Commission 
Board  of  Pish  Cojmnis  si  oners 

Department  of  Forest  and  Waters 

Section  III 

Pennsylvania  Game  Coirimission 

Department  of  Health 

Section  XV 

Department  of  Highv/ays 

Section  V 

Insurance  Department 

Departrient  of  Justice 

Department  cf  labor  and  Industry 

Departr.ent  of  Military  Affaii^s 

5iilk  Control  Comn'iission 

Department  cf  Mines 

Pennsylvania  Board  of  Parole 

Pennsylvania  Historical  end  Museufi  Commission 

Section  VI 

Pennsylvania  Liqu.02*  Control  Soar'd 

Section  VII 

Pennsylvania  Public  utility  Commission 
Pennsylvania  State  Police 

Departirient.  of  Property  and  Supplies 

Department  of  Public  Instructicn 

Section  VIII 

Department  of  Public  Assistance 

Section  IX 

Department  of  Revenue 

Department  of  State 

Section  X 


0ep>iirtJfi3iit  of  n'elitire 


DEI'. 


il  A ^ 


ACTIVITY  perfor}.:ed  mo.  1 

Direct  activities  of  entire  Depart.'.ent  of  Revenue  in  accordance 
with  the  Provisions  of  the  Fiscal  Code  the  Adn.inistrativa  Code, 
which  include: 


(a)  The  settlement  and  collection  of  ail  tacces  dr.e  the 
Coninion\?eaith . 

(b)  The  collection  of  all  fees  for  registering  and  titling 
motor  vehicles  and  trailers  a.nd  for  licsnsing  of 
operators  of  motor  vehicles. 

(c)  Entire  charge  of  the  collection  of  all  .moneys  due  the 
State,  resulting  fro?;i  the  operatio.n  of  State-ovned 
institutions. 

(d)  The  collection  from  magistrates,  aldermen,  justices  of  the 
peace,  burgesses  and  .mayors  all  fines  and  penalties  imposed 
by  them  for  violations  of  Acts  of  Assembly  and  payable  to  - 
tire  State  Treasurer,  or  to  cny  Dspcrt.iKntj  Board  or  Commssion 
of  the  State  Government. 

(e)  The  collection  and  receipt  from  county  officers,  all  State 
taxes,  licenses,  fees  or  other  moneys  payable  through  them 

to  the  Gommonyjealth. 

(f)  The  collection,  either  directly,  or  through  seme  designated 
revenue  agent,  all  moneys  owing  the  Comiion wealth  as  a result 
of  the  activities  of  any  Department,  Board  or  Commission. 

Serve  as  a member  of  Eoai'd  of  Finance  and  Rovenuej 
adi.iinister  and  be  ex-officio  rsember  of  State  Athletic 
Commission. 


PDttPQSE 

Administration  of  Department  of  Revsnue. 


ACTIVITY  PSHFOR!.'ED  NO.  2 

Act  in  the  absence  of  the  Sscretary  in  administration  of  the 
Department.  Direct  all  operations  of  Department  under  general 
executive  orders  of  Secretary. 

PURPOSE 

Administration  of  Depart.m.ent  of  P.evenue;  coordination  of  work  between 
Biureausj  general  direction  of  all  functions  in  Department. 

REFEKE^jC£ 

Fiscal  Code  of  April  9,  1929,  P.  L.  343,  Article  2, 

Section  201 

PERSOIANEL 

2 F 
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DEPART'M'iT  OF 


SXIi.CUTIVE  BiOiE-AU 


ACTIVITY  PSRFORI.!RJ:i  NO.  3 

Direct  activities  of  Executive  Office,  which  include: 

Centralized  adiniriiatration  and  control  cf  accounting,  purchasing, 
personnel  and  e3g)onditurs  budgeting. 

Receiving  taxes  and  other  fees  and  moneys. 

Transmitting  collecticn-s  cf  all  State  revenues  to  the  State 
Treasurer. 


Supervision  of  stenographers. 

Supervision  over  designated  Revenue  Agents  maxing  collections  of 
revenues  in  other  Dcpartmsrts,  Boards  and  Goitimissio ns. 

Supervision  over  escheats. 

Determination  of  Departmental  policies  and  the  vrorking  out  of 
procedures. 

Rreparation  of  receipts  and  budgets  .for  all  funds,  and  preparation 
cf  statistical  reports. 


ACTIVITY  PERFORLED  KO.  4 

Act  in  absence  of  Comptroller  in  general  supervision  of  Bureau, 
prepare  statistical  reports  referring  to  receipts  and  disbursements. 
Supervise  budget  control  worx  and  accounting  incident  thereto. 


PURPOSE 

The  purpose  served  by  this  activity  is  to  receive  for  transmission 
to  the  State  Treasury  all  license  fees  and  other  revenues  of  every  kind 
and  description  collected  for  the  Coiiimonweal,th  by  any  statutory  agent 
thereof,  or  by  any  administrativo  Department,  independent  administrative 
board  or  commission,  or  Departmental  edsinistrative  board  or  commission. 
Receipts  budgets  are  prepared  for  use  cf  Budget  Bureau  and  atre  prepared 
for  all  fluids.  Proper  records  are  .-.ieintained  of  all  transactions  and 
many  statistical  reports  are  prepared.  Proper  accounting  procedure  is 
controlled,  making  records  available  on  all  receipts  and  expenditures. 


REFERHmCE 


Act  of  April  9,  1929,  P.  L.  343 


PERSONNEL 

2 F 
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Digitized  by  the  Internet  Archive 
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This  project  is  made  possible  by  a grant  from  the  Institute  of  Museum  and  Library  Services  as  administered  by  the  Pennsylvania  Department  of  Education  through  the  Office  of  Commonwealth  Libraries 
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S3C3curi7E  eui?j:au 
ASHIKISTPATIYE  DIVISION 


SBCH7.gARlAX 

ACTIVITY  imyORHSP  HO.  5 

Perfora  sscretarlal  duties  for  Departmantal  Officialao  asj 
Secretar7  of  Herenue 
Deputy  Seorstary  of  Rs’^saue 
Comptroller 
Aesistaut  Comptroller 

Take  ipud  tranecrl^©  dictation  from  adaiinietratiTc  and  executive 
officials;  write  letters  without  dictatloTio 

Prepare  reports  and  t^Tpowrlte  such  repox’tfo 

Arran^je  interviews^  answer  telephone^  maintain  correspondence  and 
data  files  for  off! dais „ 

Aesiet  la  preparation  and  tyr'cvriting  of  receipts  budget*  and  other 

budget  control  work^  operate  adding  machlnej  cut  etenclltj  etc,,. 


RBlYKCHCg 

Fiscal  Code  of  April  9^.  15298  Pc  L„  .'MSa  Article  2* 

PBHSONIffiL 

6 F 


ACTIVITY  PERPOHMSD  NO.  6 

Keceive  visitors  to  Executive  Offices  and  Department  officlalSg 
dissamenate  informatioUe  ajxd  direct  visitors  to  Bureaus  of 
Department  and  to  other  state  agenclee. 

Maintain^  cle.ssifyg  and  control  legal  and  other  books  and  publications 
in  Department  library* 


HEFEREKCE 

Fiscal  Code  of  April  9^  1929^  P*  L*  343,  Article  2* 
PSBSOKIiBL 
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DEPART®!  OF  REV’E.NDE 


EXECUTIVE  BUREAU 
PERSONNEL  SECTION 


EMPLOYES  RECORDS 
ACTIVITY  PERFORMED  NQo  7 

Consult  with  Eiii'sau  Chiefs  as  to  personnel  needed  and  also  as  to 
salary  increase  and  promotion  recommendations o 

Interview  applicants  for  positionsc. 

Prepare  requests  for  appointments,  dianiissals,  transfers,  promotions, 
reclassifications  and  salary  increese.  Por»fard  same  to  Governor’s  Personnel 
Bureau 6 

Notify  by  letter  new  employes  whan  aiid  where  to  report  for  duty,,  Notify 
employes  and  respestire  Bureau  chiefs  of  other  changes  in  employes  status,  such 
as  salary  increase,  promotions,  etc. 

Prepare  change  sheets  and  for^Jard  to  Personnel  Bureau,  Retirement  Board 
and  Payroll  Section. 

Prepare  requests  for  craation  of  new  positions  when  needed  and  furnish 
inforication  Justifying  the  need.  Prepare  requests  to  abolish  vacant  positions 
when  the  position  is  no  longer  needed. 

Prepare  requests  for  appointment  of  temporary  hourly  or  per  diem  employes 
when  necessary  and  for^iard  to  the  Personnel  secretary. 

Medntain  a Kardex  record  by  Bureaus  according  to  position  grade  of  all 
salaried  employes.  Post  on  these  cards  all  salary  changes  and  changes  of 
nan^  or  address. 

Maintain  an  alphabetical  card  record  file  of  all  salaried  employee  and 
post  changes  as  above  and  also  an  alphabetical  card  record  file  of  all  per 
diem  and  hourly  employe  s. 

Maintain  a personnel  file  consistir^g  of  a folder  for  each  employ©  con^ 
taining  all  papers  and  correspcndenee  concerning  the  employe.  This  is 
maintadned  in  two  divisions. 

lo  For  angDloyss  now  in  service. 

2o  For  employes  no  longer  in  Department’s  service. 

Keep  an  e,bsentee  record  of  all  employes.  Post  weekly  on  the  attendance 
record  cards  the  reports  received  from  various  Bureaus  and  branch  offices. 

Prepare  requests  to  Executive  Bedard  for  approval  of  leaves  of  absence 
in  excess  of  the  regular  vacation  and  meritorious  leave. 

Notify  new  employes  of  their  eligibi3.ity  to  become  members  of  the  Retire- 
ment Fund  and  assirt  them  in  preparing  their  application  papers  and  forward 
some  to  Retirement  Board,  Also,  furnish  employos  leaving  State  service  with 
applications  for  the  return  of  their  retirement  deductions. 

After  May  31  each  year,  prepare  an  annual  list  of  employes  and  forward 
to  Personnel  Secretary. 

Prepare  personnel  lists  from  time  to  time  as  required  by  the  Governor's 
Office,  the  Secretary  or  his  Deputy, 


-4“ 


PUKPC6E 

Personrisl  Changes*  To  prov.idG  the  Dapa;-'ta©nt  with  personnel 
sufficiant  for  proper  operation  of  Dspartiaertal  Funetlons,  and  to 
provide  a irsans  af  pronioting  and  increasing  the  eeiaries  of  deserv^ 
ing  Qitiiployes  as  well  as  transferSj  and  vchsre  necesearyo 

Maintenance  cf  Records,  (a)  To  proidde  a ccn^lete  personnel 
record  of  history  of  the  employs a during  their  term  of  employment 
ss  well  as  reference  after  they  have  left  Stats  service,  (b)  To 
have  an  accurate  record  of  employeo  absences  aryd  the  reasons  therefor. 

REFERENCE 

Fiscal  Code  of  April  9,  1929 > 

P.  Is  343?  Article  2 

PERSONNEL 
7 F 
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DEPARTjffil'iT  OF  REVEl^UE 


ESECUTIVg  BUmW 


PUBLIC  INFORMATION 
ACTIVITY  PERFORMjSD  NO.  1 

Prepare  and  disseminate  information  of  public  interest  for 
Departnasnt  of  Revenue,  which  includes: 

Nevfs  releases 
Advertising  copy 
Replies  to  public  inquiries 

Contact  representatives  of  press  in  Capitol  newsroom  and  newspaper 
editors  in  State, 

Promote  highTray  safety  educational  programs,  such  as  construction 
of  driver  training  fields,  organization  of  Safety  committees  throughout 
the  Commonwealth, 

Serve  on  Safety  Committee,  prepc'xe  and  deliver  talks  in  Pennsylvania 
for  American  Association  of  Motor  Vehicle  Administrators, 

PURPOSE 

This  function  is  necassar;/  in  ordar  to  control  infor-iiiation  furnished 
for  publication,  aiid  to  insure  that  i^ien  such  information  is  furnished,  it 
is  correct. 

This  work  results  in  the  reduction  of  motor  v^icle  accidents  through 
driver  trailing  of  prospective  licensed  operators.  Safety  committees  are 
organized  to  teach  accident  prevention  to  school-aged  boys  and  girls,  and 
to  groups  interested  in  the  promotion  of  safety  where  motorised  equipment 
is  used. 


ACTIVITY  PERFORliED  NO.  2 

Assist  U,  S«  Armed  Forces  to  select  and  train  drivers  of  motorized 
equipment  I assist  in  rehabilitatic^  of  returned  iiounded  veterans  through 
facilities  of  drivers'  training  courses, 

PURPOSE 

Throu^  use  of  driver  clinics  and  proven  methods  of  training,  the  armed 
forces  of  the  United  States  have  been  aided  in  the  selection  and  training  of 
operators  of  trucks,  automobiles  and  other  motorized  equipment. 


ACTIVITY  PERFQ.^ED  HQ,  3 

Take  and  transcribe  dictation,  typeTsrite  from  copy,  prepare  statements, 
answer  telephone. 

PURPOSE 

This  job  supplies  stenographic  service  to  Principal  Public  Information 
Editor. 
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REFERENCE 

Act  1929,  P.  L,  905,  Act  1933 
M&7  15,  P.  Lo  553 

PERSONNEL 

4 F 


LEGAL 

ACTIVITY  PERFORMED  NO.  1 

Write  and  give  written  and  oral  lagal  opinions  to  officials  and  heads 
of  the  follovdng  Buraaus  of  the  Departiaent  of  Revennss 
Executive  Off -lea 
Bureau  of  Highway  Safety- 
Bureau  of  Motor  Vehicles 
Bureau  of  liquid  Fuels  Tax 
Bureau  of  Corporation  Tax 
Bureau  of  County  Collections 
Bureau  of  Investigations  & CoXlsetions 
Bureau  of  Institutional  Collections 
Division  of  Escheats 
Magistrates  Docket  Section 


PERSONNEL 
3 F 


ACTIVITY  PERFORMED  NO.  2 

Make  and  transfer  dictation  of  corrsapondence  and  briefs,  maintain 
correspondence  files  suid  related  recorda. 

PURPOSE 

Bender  legal  aid  to  Fxee-ntives  of  the  Depai’tiusnt  of  Revenue,  Bureau 
Chiefs  and  other  employes  of  the  Department  of  Revenue. 

REFERENCE 

Fiscal  Cod®  of  April  9,  1929 
P.  L,  343 > Section  2 

PERSONNEL 
3 F 
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ESCHEATS 

ACTIVITY  PERFOHm)  NO.  X 

ifcvil  report  fores  tc  bsnKs,  elsr^cs  of  Orphsznp*  Courts,  Prothonotaries 
of  the  Courts  of  Cciamc-n  Plsaa  and  eo^porations* 

ACTIVITY  PEIiFORMSD  NO.  2 

Not  if  j o?mers  of  iinclaimact  ujcnejs,  by  inail,  to  present  claims  for 
money  before  it  is  paid  into  State  Tt*sa3ury* 

ACTIVITY  FEPuPORMED  NO.  3 

frapare  advertising  and  send  to  selected  ner/spapers. 

ACTIVITY  PERFOKISD  NO.  4 

"Request,  by  letter,  payment  from  banks  and  corporations « Prepare 
petitions  and  court  orders  for  use  of  Dej>artment  of  Justice  to  collect 
unclaiiLed  money  not  paid  voluntarily* 

ACTIVITY  PERFORMED  NO,  5 

Ackno#iledge  receipt  of  checks  and  remittances | prepare  and  forward 
official  rsGSipts  to  remitters;  prepare  transimLttals  and  deposit  money 
in  Stat^  Trea.3ury  tiirough  Receipts  Accounting  Division* 

ACnVITY  P£RFQR2:ED  NQ>  6 

""Maintain  alphabetical  index  of  name  and  address  of  every  owner  of 
unclaimed  money. 

ACTIVITY  PERFORMED  NO.  7 

Prepare  applications  for  refunds. 

ACTIVITY  PERFORMED  NO.  8 

ChecK.  public  records  to  find  if  Letters  of  Administration  or  Letters 
Testamentary  have  been  grarited  in  eases  '??here  persons  die  IntestatOo 


PURPOSE 

This  function  serves  to  collect  esc heatable  furds  and  transmit  them 
into  the  State  Treasury,  and  maintain  records  incident  to  the  provisions 
of  the  Escheat  Acts.  In.  cases  where  the  Bepartraent  is  informed  of  the 
existence  of  unclaimsd  liioney  resulting  from  the  death  of  persons  inte- 
state, the  work  of  the  Escheats  Division  is  necessary  to  determine  whether 
or  not  an  Escheator  should  be  appointed  by  ths  Secretary  of  Revenue  to 
coiloct  the  money  du©  the  Corrsmciiwealth. 

REFERENCE 

Act  of  June  7»  1915#  ?•  lo  ^78 
Fiscal  Code  of  April  9,  19^9,  343, 

Section  1305 A 

PERSONNEL 
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CIGARETTE  AND  DOCUmTARI  TAX  gTW 
ACTIVITY  PERFOmtEb  m.  1 

Receive^  Qh^ck  and  piece  in  locKed  sstorage,  all  Cigarette  ajad 
Documentary  Tax  Stamps  from  manufacturer  a. 

Issue,  prepare  for  shipment,  and,  ship,  all  Cigarette  and 
Documentary  Tax  Starts  to  .Affixing  Agencies,  and  set  tax  meters. 

Prepare  tranamittala  and  deposit  receipts  'srith  Receipts 
Accountin.g  Diviaion,  Exec.  Office. 

Maintain  books  of  record,  recording  all  sales  of  tax  stamps. 

Prepare  atetemeats  of  Affixing  Agorcias^  Accounts  for  uee  of 
field  investigators. 

Prepare  trial  balances  and  statistical  reports, 

PURPOSE 

This  activity  contrcl.s  all  receipts  and  shipment  a of  Cigarette  and 
Documentary  Tax  Stamps  for  the  ComonKoalth.  It'-'Uleo  collects  all  monies 
from  sale  of  such  3tamp;2  and  daposits  game.  It  maintains  records  of  stamp 
sales  to  all  affixing  agencies  or  ether  purchasers. 

Locksd  storage  is  provided  for  all  Cigarette  and  Documentary  Tax 
Stamps. 

REFERENCE 

Act  311,  June  14,  1935,  1*  34J» 

PERSONNEL 
3 F 
1 PT 


RETURN  CHECK  SECTION 
ACTIVITY  PERFORMED  NO.  1 

Supervise  activity  of  Section,  which  consists  of  collecting  face  value 
and  penalty  'frhere  imposed  by  lax,  of  ail  uncollectible  checKs  and  tho  main~ 
tenancQ  of  records  in  connection  thererith. 

Receive  debit  meii^rarida  troni  Treasury  Deps-xtmont,  aocc-mpaniad  by  un- 
collectible checks  and  money  orders  on  which  payment  has  besn  refused  by 
post  offices . 

Post  to  lodgers  after  case  nucher  is  assigned.  Prepare  tickler,  which 
is  filed  alphabetically. 

Prepare  requests  for  inforraation  on  checks  involving  motor  license 
fees,  etc,,,  and  forrrard  to  Bureau  of  Motor.  Vehicles. 

Typewrit'c  eollection  form  letters  and  mail  tc  makers  of  uncollectible 
checks.  TypoTfrito  and  mail  follcw-up  letters;  place  "stops”  in  Bureau  of 
Motor  Vehicles'  files. 

Prepare  and  present  casss  to  Aldermen  for  collection;  warrants  are 
served  by  Pennsylvania  State  Police. 

Appear  in  court  as  Corriinonv/ealth  witness. 

Prepare  and  typewrite  transmittals  for  deposit  of  receipts  in  State 
Treasury. 

Index  and  file  correspondence  and  case  records. 
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PURPOSE 

Supervision  of  this  ?*)rk  insiudes  performing  some  of  the  work 
described  in  the  '’Perfor£:ad”  soluron  in  addition  to  the  assignment  of 
work  to  other  employes a 

R£F£R£^}C£ 

Fiscal  Cod®  of  April  9,  19^9# 

P.  Lo  343,  Article  2 

PERSONNEL 

3 P 
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STENOGRAPHIC 

-ACTIVITY  PSRFOm^ED  NO.  1 

Prepai'e  schedule  of  work  daily. 

Assign  stenographers  to  dictators. 

Check  work  performed,  for  accuracy  and  neatness. 

Keep  attendance  records  of  employes  on  steziographic  pool  payroll. 

PURPOSE 

Expedite  handling  of  orrespondonc  e by  a£si^'\!'i’!ent  of  work  so  that 
all  employes  ar®  actively  engaged  in  work  at  all  timas.  This  activity 
furnishes  stenographers  to  executives  for  special  work,  and  provides  a 
means  for  handling  correspcndenc©  from  other  e.iiployes  tfao  do  not  have  a 
regularly  assigned  stenographer. 

PERSONNEL 
1 F 


ACTIVITY  PKRFORJ'.m)  HO.  2 

Tat:®  and  transcribe  dictation  from  employes  of  Executive  Office  and 
Bureau  of  Corporation  Teot. 

Prepare  briefs  and  petitions. 

PURPOSE 

This  function  is  necessary  in  order  that  correspondence  may  be  promptly 
answered,  and  that  petitions  may  be  prepared  for  proper  action. 


ACTIVITY  PERFORMED  NO.  3 

Typewrite  valuation  briefs,  schedules  and  lists,  form  letters  and 
copy  work. 

PURPOSE 

This  function  provides  record  copies  of  valuable  papers,  schedules,  etc. 
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REFERENGB 

Fiasai  Code  of  April  9,  1929, 
Lo  343,  Artiole  2= 

PERSONNSL 
11  F 


MAGISTRATSS  DOCKET 

^^Tivi^rr  pepfo.^5p:  no,o_a 

Supervise  work  perfcrjiisd  in  Sectior.^  dictate  correspondence. 

Receive  reports  of  fines  collected  bj  magistrates j check  against  arrest 
reports  furnished  by  Petinsylvania  State  Police, 

Reseiva  reports  of  fines  col.loctad  and  bail  forfeited  by  clerKs  of  courts, 
and  remittances  to  cover  same. 

Prepare  and  msil  deteilod  statojcsnts  of  money  due  the  Commonwealth  for 
fines,  not  reported  on  magistratsc  ■ roportsi  collect  delinquent  accounts  by 
correspondence. 

Prepare  trs-nsnittals  for  rrtonays  coliacted  for  deposit  in  State  Treasury; 
typewrite  official  Revenue  Receipts  and  sail  to  remitter. 

Post  debits  and  credits  for  each  mgictrate  or  clerk  of  court  to  cards 
for  record.  Post  to  record  of  nufsbor  of  viclcticns  reported,  and  local  fines 
collected. 

Sort,  ind3>:  and  file  ropcc'ts  of  fines  collected  and  arrest  reports 
according  to  magistrate  and  County. 

Take  and  transcribs  dictatloxn  relating  to  fines,  penalties  end  bail 
forfeitures  due  the  CoramonTfsaith. 

Receive  and  ojiamine  audit  reports  pr^xcared  by  Department  of  Auditor 
General,  These  reports  didicate  any  Jiotor  Law  fines,  etc®,  collected  by 
mgistratss  and  clerks  of  courts,  etc®,  and  net  remitted  to  ths  Commonwealth, 
Check  reports  '.lith  Dcpai'tments  involved  end  whan  payment  of  delinquent  fines 
has  not  bsen  mde,  prepare  an  official  settlement  from  audit  report, 

feil  official,  settlements  to  debtor  by  registered  mail.  Notify  bonds- 
man  or  surety  of  ths  indebtsdnass. 

Prepare  and  typsv^rite  acecunt  stetoments,  trial  balances  and  reports. 

Prepare  reconmiendations  for  rafund  for  moneys  orronaously  paid  to  the 
Commonwealth, 

PURPOSE 

These  duties  are  performed  in  order  that  tho  work  of  recording  fines, 
bail  forfeitures,  etc®,  may  be  properly  carried  out,  and  to  collect  money 
due  the  Co&monwealth  from  delinquent  minor  judiciary.  As  mush  of  the  work 
as  is  possible  is  carried  on  by  n^aiia  of  cori^sspondence,  but  whore  necessary, 
investigators  are  directed  to  exandno  dof4k€ts  and  asake  personal  collections, 
konay  collected  through  efforts  of  this  Saction  is  deposited  to  proper  credit 
of  Department  involved® 

REFERENCE 

Fiscal  Code  of  April  9,  1929,  P.  L»  343, 

Article  2,  Act  1929,  P.  L,  9C5 

PERSONNEL 
5 P 
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ACTIVITY  FSRFaRMEE  NO.  2 

Exsmins  a«gi stratus®  dockets  e^nd  records  of  dorks  of  courts,  conduct 
investigations  in  connecticn  vdth  fines  irepcsad  snd  bail  forfoitede 

Prepare  daily  work  reports  and  expense  accounts  and  aubmit  to 
Harrisburg  office* 

Transjuit  cash  and  checics^  etc*,  collected  to  Harrisburg  office, 
together  with  reports  on  each  case  investigated. 

Appear  in  coui't  when  neseasar/  as  Commonwealth  witness. 

PUPpaSE 

Field  investigational  Ksork  is  required  to  properly  sheci^  dockets  of 
minor  judiciary  in  the  Cccimonweaith,  and  to  collect  money  due  from  fines, 
forfeited  bail,  etc.,  not  remitted  to  the  Gomstonwaalth,  Bondsjnen  and 
surety  coa^janies  are  contacted  to  soUlect  in  eases  where  laagisti^ate  is 
dsD.inquent  or  does  not  otbor-rflse  make  proper  remittances. 


REFERENCE 

Fiscal  Code  of  April  9,  1929,  P.  L.  343, 
Article  2,  Act  1929,  P.  L«  905 

PERSONNEL 

2 P 
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DEFAPvTMEI^lT  OF  j^Wjg 
EXSCUTBOi:  BUREAU  ■ 
RECEIPTS  ACGOUKTI^^G 


GENERAL  UNIT 

ACTIVITY  PEPcFOiaiED  NO,  1 

Supervise  and  coordinate  the  work  of  the  Division^  comprised  of  the 
follo^ng  units: 

a.  General 

b.  Cashiers 

C«  Receipts  and  Transmittsls 

d.  Control  and  Statistics 

e.  Booioceeping 
ic  Tabulating 

g.  Certified  Copy 

PURPOSE 

Assign  work  and  supervise^  through  unit  supervisors,  its  accompliehiaent , 
to  insure  smooth  functioning  bet'Te^  uiiits.  Provide  instruction  for  employes 
and  furnish  inforxaation  to  Comptroller's  Office  in  connection  with  receipts o 

PERSONNEL 
1 F 


ACTIVITY  PSRFOfg.CED  NO.  2 

Consult  W3.th  representatives  of  corporations. 

PURPOSE 

Acccoplish  an  equitable  use  of  credit  bslancas  resulting  from  re- 
determination  of  tax  settiamonts  by  the  Boc^rd  of  Finance  and  Revenue 
and  the  Department  of  Justice.  This  involves  re^allocation  of  payments 
between  taxes  and  taxpayers,  and  mking  interest  adjustinents  by  re- 
settlement to  conform  with  tho  tex  payment  adjustments. 


ACTIVITY  PERFQEHED  NO.  3 

Dictate  replies  to  letters  from  eorperationa  regarding  their  tax 
accounts,  letters  to  Department  of  Justice,  attorneys  and  tax  consulteuits 
with  reference  to  tax  accounts  in  litigation. 

PERSONNEL 
i F 
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ACTI?ITY  PERFORMED  NO,  Ij 

TaK©  and  tran^tcribe  vdcta'^ion  from  Diviaion  CM.of  and  typow'ito 
letters  and  tax  statements  to  corporati.on  tax  accounts. 

Maintain  attendance  records  of  cBiiployca  of  Division. 

Prepare  and  typevrrite  tinis  record  reports. 

Collect  hospitalisation  insurance  prcsilums  from  employes  and  deposit 
collections  in  Dauphin  Deposit  Trust  Company. 

Requisition  and  distribute  office  supp3=ies  from  storeroom  for  Division. 

PURPOSE 

Provide  attendance  records  ^ich  furnish  information  to  Payroll  Section. 
Safeguard  supplies  through  checic  on  amounts  needed  and  used,  prevent  waste 
of  materials  and  supplies.  The  handling  of  tax:  correspondence  supplies 
information  to  taxpayers  concerning  their  accounts. 

PERSONNEL 

1 P 


TABULATING  UNIT 
ACTIVITY  P£RFORMffl_NO.  I 

Torwerd  posting  instrumari.ts,  consisting  of  carbon  copies 
of  Official  Revenue  Receipts,  to  tabulatiiig  machine  operators, 

PURPOSE 

The  verification  of  copies  of  Revenue  Receipts  against  ledger  records 
insures  proper  applications  of  debits  and  Ci'edits, 

PERSONNEL 
10  F 


ACTIVITY  PERFORMED  NO.  2 

Remove  corporation  tax  ledger  sheets  from  files  for  verification  and 
posting  and  replace  after  posting. 


ACTIVITY  PERFORMED  NO.  3 

Post  all  debits  and  credits  to  ledger  sheets,  using  tabulating  equipment. 
PURPOSE 

This  function  is  necessary  to  the  maintenance  of  tax  account  records, 

PERSONNEL 

3 F 


ACTIVITY  PERFORMED  NO.  4 

Keypunch  tabulating  cards,  sort  cards  and  run  throu^  verifying  machines. 
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PURPOSE 

Poating  raedia  ia  pi'CYideil  by  tabulating  cardaj  they  are  used  to  make 
daily  tax  listings,  daily  trans-ioittal  liatings,  delinquent  tax  listings  and 
daily  listings  for  ledger  postings.  Cards  are  also  punched  for  use  in 
compiling  annuad  distribution  list  of  receipts  from  Foreign  Fire  Insurance 
coitgjanies. 


REFEHENCS 

Fiscal  Code  of  April  9,  1929, 
P.  Lc  3A3,  Article  2 

PERSWEL 
10  P 


CONTROL,  STATISTICS  AND  TAaUATIHG  UNIT 
ACTIVITY  aSRFQRHED  NO.  1 

Propars  and  type^ite  foLlo>dng  iiionthly  reports: 
Institutional 
Departmental 
Operating 
Transmittal 

Settlements  an.d  Rosettlemants 
Trial  Balance 
Accounts  Eeceivabls 
Delinquent  Statement 
Stock  Transfer  Tax 
Taxes  Receivable 


ACTIVITY  FERFOPi!ED  NO.  2 

Prepare  transmittal  for  Stock  Transfer  Tax  receipts, 

PURPOSE 

Furnish  Executive  Office  Tulth  monthly  and  biennial  receipts  for  all 
funds  of  the  Commonwealth,  in  detail  according  tc  codes  as  designated  by 
Executive  Office, 

The  Transmittal  report  is  also  used  each  month  to  check  with  the  Budget 
Bureau,  Department  of  Auditor  C-ensrsl,  State  Traasiary  and  Revenue  Department, 
so  as  to  be  in  agreement. 

Institutional  and  Dspartmental  i*eports  are  used  to  check  against  summary 
transmittals  received  fi'om  each  Institution  and  Department  each  month. 

The  Trial  Eaiance  and  the  Accounts  Receivable  report  are  used  by  Cor- 
pcration  Tax  Bureau  to  check  against  record  of  paynwnts  and  settlements  of 
various  corporation  taxes. 

The  Taxes  Receivable  report  is  used  by  the  Bureau  of  Corporation  Taxes 
and  furnishes  in  detail,  a picture  of  the  tiuc  situation,  showing  amount  of 
taxes  received,  by  years,  for  the  various  classes  of  taxes. 

The  Delinquent  Tax  report  is  used  to  si^jply  information,  inducing  box 
numbers,  from  which  statements  of  t^es  overdue  are  prepared  and  sent  to  the 
field  for  investigation  and  collection, 

=15“ 


l-'>  •- 

lo  xfavoirr 

XO<i 


U 


• y i O • i 

VOCv-J 


■’:■  V-'  "'"’'  T'' 


^ v/vi 


lo  t;o- - or;.;  v;c: 


' ' 'lie  ..:x3^ee* 


^r:  ;..£■(■?'!  t\,  ,j 


-,'4? -7  o/fw  '^o?  r ' :y^'c  xd  ^Iw^v^so'd*! 


u v-:.<,T/j;L'ti  :),/  x^b;'*  .n^.  ^ ''e?’''  an;f»,'?pnj-'S©^]i  ©.fJU’ 

- oro^^vo lio  so-u,  ae^dstoii > ■ 

*ro--a<>i,ic3  iir;,  aoi:^*^^i;v.%eviii  *ic*  ixl&xlv' 


.4.  ^ - • ,,  V-  , .:/s:/<L±  * . j ^ 


'4'.;;:  r;i,  oi -^S' .cflr 
■ •-.v^  • r\j.’''  Js. 

■ • -'•.  xi.  '..eey'i  'x'j’- ■ .:■ 

/f'.'U’  cJ  ■.'iv;a’'XiuS  xy?  ‘Toiu£»ii;  _ 

.a.'jci*iiQVe^ 

-■  ■'•■'xep'i  *5rvx‘e?  f»>riT 


••  P 


Th©  Stock  Trajicfer  report  shovra  the  araoimt  of  stock  transfer 
stajnps  held  by  agency  bscijis^  a'noun.t  3o3,d  during  month,  amount  of 
coffioiission  allowed,  ajid  numbar  on  hand  at  end  of  month. 

ACTIVITY  PERFOm^ED  NO.  3 

Verify  lien  certificates  on  tax  accounts* 

PURPOSE 

Prevent  liens  from  beiiig  released  until  checked  against  ledger  sheets. 

PERSONNEL 
4 F 


RECEIPTS  AljD  TRANSIITTALS  UNIT 
ACTIVITY  PERFORMED  NO*  1 

Typs^frite  and  mail  Revenue  Receipts  covering  payments  of  corporation 
taxes,  and  prej>are  transmittals. 


ACTIVITY  PERFORMED  HQ.  2 

Typewrite  transmittals  for  collecticns  by  the  Treasury  Department. 
PURPOSE 

Provide  control  records  of  amounts  transmitted,  by  funds  and  classic 
fications,  together  with  furnishing  related  records. 

PERSONNEL 
7 F 

3 PT  (Additional  employes  needed  during  period  from 

March  to  June,  when  Corporation  Tax  payments  are  due*) 


CASHIERS  UNIT 
ACTIVITY  PERFQR?CED  NO.  1 

Receive  and  verify  cash,  checks  end  money  orders  with  transmittals 
from  all  State  Departments  and  State  Inatit’Jtions. 


ACTIVITY  PERFORI.!ED  NO.  2 

Receive  checks  in  payment  of  corporation  taxes. 


ACTIVITY  PERFORMED  NO.  3 

Chocic  code  numbers,  verify  transmittals  and  prepare  payments  and 
transmittals  for  the  Treasury. 


ACTIVITY  PERFORMED  NO.  4 

Prepare  suiaraairy  of  daily  receipts  transmitted  to  State  Treasury  by 
funds  by  the  Department  of  Revenue. 
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AGTlViri  PERFQRjgSD  NO,  S 

Prepare  dai3,y  spec.l?X  emergency  tax  collection  report. 

ACTIVITY  PSRFomSD  NO.  6 

File 'copies  of  trejcsmittels  from  all  Departments  and  Institutions. 


ACTIVITY  PEEFOR?iED  NO.  7 

File  in  book  form  copies  of  all  revenue  receipts. 


ACTIVITY  PERFOPJdED  NO.  8 

Classify  all  incorrect  checks. 


PURPOSE 

Coordinate  all  collections  payable  into  the  State  Treasury  Bnd  prepare 
and  verify  receipts  and  transmittals. 

Provide  control  records  of  ar:iounts  transmitted  by  funds  and  classifi- 
cations, together  with  furnishing  related  records. 


PERSONNEL 

3 P 


CERTIFIED  COPY  UNIT 
ACTIVITY  PERFQRHED  NO.  1 

Prepare  and  mail  certified  copies  of  all  corporation  tax  settlements 
and  rQ-*3ottlements. 

A-Typeffrite  certif3,©d  copies  of  settlij-menta  and  re- 
settlements in  duplicate,  verify  them  against  reports 
and  file  the-m  according  to  box  numbers,  after  receiving 
corporation  tax  reports  from  the  Auditor  Q-eneral’s  depart- 
mont  calculatcrse 

B- Transmit  corporation  tax  reports  to  Auditor  General’s 
Department  taxing  officers  for  approval  and  posting 
to  their  recordSc 

C-Collect  corporation  tare  reports  from  the  Auditor  General’s 
department  and  return  tham  to  this  department. 

D-Rcmovs  certified  copies  of  tax  settlements  and  re- 
settlements from  files  and  attach  them  to  tax  repeats 
for  final  comparison,  affixing  approval  dates  and 
signatures  and  mailing  dais  of  the  original  copy  to 
the  taxpayer.  Affix  the  Department  of  Revenue  seal  on 
all  certified  copies  of  settlements  and  re-settlements 
after  tihich  they  are  folded  and  mailed.  Date  carbon 
copies  to  show  date  of  approval  and  signatures  of  taxing 
officers  after  which  they  are  sent  to  the  tabulating 
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sa-.itloii  for  the  preparation  of  tabulating  c-'i.rd  and 
subsaquent  posting » 


PURPOSE 

The  files  in  this  ssotion.  are  referred  in  order  to  furnish 
iafoi^tion  in  connection  ^d.th  the  status  of  t^oc  settlemsata  and 
rs-settleiftsnts  to  taxing  officers  and  outside  attorneys  and 
acsodntarjts  representing  corporations  sJonceming  %hich  information 
is  requested,  also  to  locate  reports  before  tax  settlements  or  re- 
settlemsrjftaf  have  been  fimlly  approved., 

FhrAniahing  tasqjayers  all  certified  copies  of  tax  settlements 
and  re» settlement 3. 

REmsz^cs 

Fiscal  Code  of  April  9,  1929 
P.  L«  343?  Article  2 

PERSa;??BL 
' F 


BQQKKEEPXTjG  SECTION 
ACTIVITY  PERPOP^  NO,  1 

Allocate  work  to  individuals  in  unit*  Check  work  in  questicm  and 
recommend  procedur-©.  Confer  V'^ith  representatives  of  Corporations  on 
tax  accounts,  PrJ^pare  accounting  adiuatmants  and  transfers.  Assist  in 
the  application  of  checks  and  eny  other  work  as  :iesd  rises.  Receive 
and  apply  all  checKs  in  p^ment  of  corporation  tax  (except  Donaetic 
Bonus).  Analyst  accounts  and  ftumah  information  as  to  tax  status. 

Prepare ' accounting  adjust-ments  and  trsunsfers  of  credit.  ’Maintain  and 
fui'nish  infomation  on  Indexed  files  of  Corporation©.  Initiate  and 
calculate  settlements  cf  interest  on  3jats  payments.  Check  sjud  verify 
resettlements,  compromises  and  stipulations.  Check  and  record  payment e 
on  Tax  Reports.  Receive  and  reply  to  correds'o.ndence  referred  to  thia 
Unit. 

PURPOSE 

General  supervision  provides  assignment  of  duties  and  insures  flow  of 
work  to  from  Section.  Assistance  with  any  r^ork  of  unit  is  provided  by 
supervisor. 

PERSONNEL 
1 F 
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ACTIVITY  PEEFOR®  NO.  2 

1 K-l — r-^-i  III  ■ ir— l■■r■  ^Mfin 

Apply  to  specific  ts^  and  year  all  checks  presentevi  in  payment  of 
tax.  Prepare  transmit tal.  for/iij  iri  detail  gi'</ing  corporation  najae  and 
addressp  box  num-ber,  clasaification,  date  of  check,  and  status  of 
account  (if  active,  inactive,  judicial  or  out  of  existence),  amount 
of  tax,  penalty  or  interset  to  be  pnid  and  period  for  iihich  payment 
is  to  be  applied.  Checks  are  received  from  mail  unit  and  after  being 
applied  are  sent  to  trcnsmittsl  unit  vrhera  the  official  receipts  are 
prepared  from  the  transmittal.  The  orig^-ral  receipt  being  mailed  to 
the  tajgsayer,  a copy  sent  to  the  Auditor  G-snaral^s  Department,  and  a 
copy  is  used  as  a posting  medium, 

PURPOSE 

This  ?5Drk  provides  for  proper  deposit  of  all  remittances  and  the 
mailing  of  official  receipts  to  taxpeyers.  Record'j  of  peyments  are 
provided  for  Auditor  General’s  Dapartrnent  'and  ai'e  also  used  as  posting 
media. 

PERSONNEL 

2 F 


ACTIVITY  PERFORMED  NO.  3 

Initiate  s.nd  calculate  interest  requests  upon  all  late  payments  of 
tax.  Resettle  or  strike  off  anj”  interest  settlements  rendered  inaccurate 
or  erroneous  by  rs^sattleiEent  of  ta^-:  or  raisapplication  of  payment.  Check 
accounts  and  reply  to  correspcndsnce  referring  to  interest. 

PURPOSE 

To  facilitate  the  Department-  work,  these  interest  settlements  are 
initiated  from  transmittals  of  paymenta  immediately  upon  application  of 
check.  Interest  settlements  are  then  sent  to  Auditor  General’s  Department 
calculator. 

PERSONNEL 
2 F 
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ACTIVITY  PERFORMED  NO.  L 

Check  and  verify  all  rsaettlemsrts,  comproirdsea  and  stipulations  as 
to  p.aymsnts,  debits  and  credits,  resettle  or  strike  off  erroneous  or  in~ 
correct  interest  settlements. 

PURPOSE 

This  wDrk  is  largely  iii  conjunction  with  I>egal  Department,  Taxing 
Department,  and  BFScRo  Proper  credits  of  payments  are  recorded  and  correct 
interest  charges  made  in  accordance  with  resettled  tax. 

PERSONNEL 

2 P 
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ACTIVITY  mFOMiOD  1^0,  $ 

Checic  on  tax.  aaaountu  aa  vo£X'Oxtod  by  ledger-a  and  record 

such  peymeffita  m all  rep<;rts. 

PURPOSE 

The  credit  entered  upon  the  report  is  in  turn  reflected  upon  the 
certified  ccpy  of  settleraent  v-liich  in  formrded  to  the  taxpayer^ 

This  furnishes  the  tecxayer  >vith  a record  of  payment  ae  indicated 
on  the  Departssent  ledgers. 

PERSONNEL 
4 F 


ACTIVITY  PERFORMED  NO.  6 

<- tl' 1 ciir.i^— *>  w w ^ .11  * 

^iJaintain  and  information  on  cross  indexed  card  files  of  all 

Qoi'porations  indexed  as  to  naraa  and  box  nmiber.  These  files  record  also 
the  address^  date  of  incorporation  or  certificate  of  approval  and  date 
of  end  of  business  year.  Also,,  any  changes  in  above.  Also,  status 
whether  active,  inactive,  judicial  or  out  of  exietense. 

PUPJ>QSE 

This  information  is  essential  to  the  proper  preparation  of  transmittai 
forma  fcr  application  of  payments.  Iriform£;,tion  from  these  files  is'aleo 
furnished  to  other  sections. 

PERSONNEL 
1 P 


ACTIVITY  PERFORMED  NO.  7 

Upon  request  of  corporation  or  duly  authorised  represent  at  ive,  inform 
raation  is  furnished  as  to*  status  of  tar^  accounts.  This  involves  careful 
and  accurate  analysis  of  account  as  to  the  tai:  and  period  coverlid.  Infor- 
mation is  furnished  by  teli^hcnos  personal  interview  or  written  record^  of 
debits  and  credits* 

PURPOSE 

This  serves  as  a distinct  aid  to  tsutpayer  or  their  representative  in 
keeping  the  corporation  accounts  in  reconcilesent  with  the  ledgers  of  the 
Department.  Helps  reduce  amount  of  delinquent  tax  and  consequently  reduces 
work  of  delinquent  tax  section. 

PERSONNEL 
2 P 


ACTIVITY  PERFORMED  NO.  8 

Analyze  accounts  and  prepare  necessary  accounting  adjustments,  including 
transfers  of  payments  frem  one  year  or  tax  to  another  upon  request  of  tax- 
payer. Adjustments  of  erroneous  applications.  Adjustments  for  Delinquent 
Department  and  fcr  lien  certificates. 
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PURPOSE 

Asaists  In  keeping  in  reoonGilement  the  records  of  the  taxpayer 
and  of  the  Department* 

PERSONF'JEL 

2 F 


ACTIVITY  PERFORMED  NO.  9 

Fiorniah  ledger  records  for  Id.en  Certificates,  BuHc  Sales,  Sheriffs 
Sales,  Bankruptcies.  This  involves  a very  careful  analysis  of  account  to 
determino  if  reports  hf.ve  beexi  fil@d.  ai-ri  tsD:ecl  or  estiniatod  settlements 
entered  on  the  records  for  each  y^'B.r  frora  date  of  starting  business  in 
state  to  end  of  period  covered  by  ledger  record. 


PURPOSE 

Assists  legal  luiit  in  deterxair-iTJg  a^jount  of  tax  owing  to  the  Commonwealth 
30  that  lien  .may  be  filed  or  entered  against  corporation,  also  furnished 

for  lien  cert-lficates  requested  by  Trust  or  Title  Gonpanias. 

PERSONNEL 

11  I liiMfl  I !■ 


ACTIVlTf  P5HF0R?T:D  NO.  IQ 

Rocaivo  and  reply  to  ail  correspondence  referred  to  this  unit. 

Involves  ledger  analysis  and  check  of  reports  end  previous  correspondence. 

PURPOSE 

This  work  provides  for  adjucteont  of  discrepancies  between  accounts  of 
taxpayer  and  the  Department.  Pui'nisbas  transcripts  of  account  and  informa- 
tion as  to  debits,  credits  and  settle.monts  as  reflected  by  Ledgers. 

PERSONNEL 

2 F 


ACTIVITY  PEPJDRMSD  NO.  11 

Keep  ledgers  of  I M T accounts.  Posting  all  debits' and  credits, 
PURPOSE 

<gL^MKIWtPII'  lir-'.-l  ■ 

This  is  a unit  separate  from  other  ledgers  in  which  no  provision  is 
made  for  I M T accounts  and  provides  a record  of  debits  and  credits  for 
all  such  tax  accounts, 

PERSONNEL 
1 F 


REFERENCE 

Fiscal  Code  of  April  9,  1929, 
P.  L.  343,  Article  2 
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DSPAHTMHJJT  OF  REVENUE 


E]CSGUTIVE  SJREAU 

DELlNaUEHT  ACCOUNTS  SECTION 
ACTIVITY  PERFORMED  NO»  1 

Superriso  and  coordinate  activities  of  Section*  Handle  correapondence. 
PURPOSE 

Adiainieter  wor^s  of  Sections  to  insure  a5\0Gth  functioning. 


ACTIVITY  PERFQR.MED  NO.  2 

Correspondents  and  Stenographars  on  Inactive  accounts,  MarK  records 
of  Corpcratione  cocLt«*i|:'Iating  dissolution,  withdrawal  *’Out  of  SscLstence." 

PURPOSE 

^Vher,  a corporation  is  contemplating  dissolution  or  withdraitral,  the 
account  is  analysed  to  daterjiiir).e  its  tax  liability,  and  that  all  reports 
have  been  filed  up  to  the  date  of  dissolution  or  withdrawal » In  cases 
where  reports  have  been  filed,  they  are  immediately  put  through  for 
special  taxing  and  certified  copies  are  obtained  to  determine  the  final 
tex  liability^  payment  is  rsquesi.ed  on  and  a Clearance  Certificate 

is  then  issued,  iVhen  an  ''Out  of  Existence"  affidavit  is  received,  tlie 
account  is  analyzed  to  dstemine  the  tax  liability  and  obtain  reports 
up  to  the  date  the  affidavit  indicates  the  corporation  ceased  to  transact 
business  and  disposed  of  its  assets.  The  reports  ai’S  then  put  through 
for  special  taxing  to  determine  the  final  tax  liability. 


ACTIVITY  PERFOmiED  NQ,  3 

Mail  Delinquent  Statements  to  Taxpayers, 

PURPOSE 

Delinquent  Statements  are  given  to  this  Bureau  by  the  Receipts  Account- 
ing Division  when  an  account  beconiea  Delinquent,  and  each  account  is  analyzed 
individually  to  deteradna  if  the  settlements  are  correct  and  if  the  payments 
have  been  properly  credited.  iThon  statements  are  incorrect,  the  proper 
correction  will  be  made  and  a.  new  statemant  typed  up  before  it  is  mailed, 
inUicatirg  the  date. 

REFERENCE 

Fiscal  Cod©  of  April  9,  1929,  P.  L.  343,  Article  2 
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DISBURSEMENT,  ACCa^NTING  .DIVISIOM 
ACTIVITY  PfflFORMElfNQr 

QEMjllAL 

Direst  supervision  of  all  s-otivities  of  Disbursoment  Accounting 
Division,  consisting  of:-  Goieral  Section,  Invoica  'and  Ejqwisa  Account 
Section,  Payroll  Section. 

PURPOSE 


Direct  and  supervise  activities  of  Division;  administrative  control. 
Furnish  executive  office  with  reports,  data,  etCc , In'  connection  with 
disbursements.  Tranasdt  'withholding  tecc  deductions  to  Federal  Government 
through  State  Treasury;  furnish  and  Federal  Tax  Retiirns. 

PERSONNEL 

1 F 

ACTIVITI  PERFORMED  NO.  2 
PAYROLLS 

Fbrepare  and  typowidte  all  salary  and  t^porory  payrclls  for  Depart-- 
ment;  proofread  ell  payrolls  and  personnel  charig©  sheets. 

Record  and  file  paj'Tolls,  retirement  certifications,  personnel 
change  sheets,  letters  and  memoranda. 

PURPOSE 

These  functions  are  necessary  in  order  to  properly  pay  employes  of  the 
Department  arid  to  insure  deductions  for  State  Retirement  Fund  and  Federal 
Withholding  Tax.  From  records  in  this  Section,  information  relative  to 
salary  and  wage  coats  is  available. 

PERSONNEL 

5 F 
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ACTIVITY  PERFORMED  NO.  3 


lEDCrERS 

Post  payrolla  and  ei^^ense  requisitions  to  ledgers,  according  to 
symbols  and  codes;  balance  ledgers  monthly,  check  balances  with  Auditor 
General’s  Department  for  warranted  and  iinwarranted  requisitions. 

PURPOSE 


These  functions  serve  to  maintain  coat  and  budget  control  ledgers 
from  which  monthly  accounting  reports  of  expenditures  are  prepared  for  the 
Budget  Bureau,  and  for  the  Department  of  Revenue.  They  provide  records  of 
Federal  Withholding  Tax  sad  arc  essential  to  the  preparation  of  reports  to 
the  Federal  Government.  All  Departmental  expendit’jre  budgets  are  typo=’ 
written,  added  and  proofread  in  this  Section;  the  same  work  is  don©  on 
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lagislativa  budgets  and  on  the  a!’^rii:Lal  and  biennial  estimate  of  revenue 
and  receipts  and  expanditurss  for  the  Gomr.onwsalth . 

PjggMlgL 
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ACTIVITY  PERFORMED  NO.  4 

INVOICE  A!iD  EXPE^ISE  ACCOUNT 

Sort,  stamp  and  verify  all  ©xj.>eij33  accounts  of  employes  of  the 
Department . 

CheCii  computationaj  prepare  end  typevtrite  payment  requisitions. 

Sort,  stamp  and  verify  all  vendors'  invoices^  check  computations. 

PURPOSE 

The  work  performed  by  this  Section  is  necessary  to  control  traveling 
expense  and  to  reimburse  employes  for  money  adx'anced  for  such  purpose. 
Invoices  covering  all  p^jir chases  chargeable  to  the  Department  of  Revenue 
are  oixamined  and  paid  by  this  Section,  as  are  hotel  and  transportation 
charges  incurred  by  authorized  saployes*. 

PERSONNEL 

5 F 

1 V 


REFERENCE 


Fiscal  Code  of  April  9,  1929, 
P.  L,  343,  Article  2 
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SUPPLY  AND  5QUIPMT.  SSCTIQH 
ACTIVITY  pfpPOI^iED  NO. 


GENERAL  UNIT 

Supervise  activity  of  four  storerooms  in  Popartment^ 

PURPOSE 

These  storeroosa  are  the  source  of  supply  fran  »^ich  the  Deportment 
of  Revenue  furnishes  necessary  Departmental  .amterials,  and  supplies  to 
other  Departments,  Boards  and  Conimissions,  as  vrell  as  State^owned  Ineti« 
tutions « 

PERSONNEL 
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ACTIVITY  PERl^QRMED  NO.  2 


REQUISITIONING  UNIT 

Prepare  requisitions  for  printing  or  purchase  of  supplies  and  equipment. 
PURPOSE 

A3.1  piiTchaseSj  e,yeept  for  lindted  amounts  in  smorgenciesj  are  icada  by 
Department  of  Property  and  Supplies  on  requisition  by  this  Sectiono  Arrange^ 
ments  are  also  mde  through  requisitdon  for  spacial  services  such  as  real 
©state  rentals,  service  agreements,  etc. 


PERSONNEL 
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ACTIVITY  rERFORMED  NO.  ^ 

SUPPLY  UNIT 

Receive  and  store  suppl^ies  and  ©quipment  for  Department,  checjjc  incoming 
shipments  against  purchase  orders. 

Approve  invoices,  in  triplicate,  and  forward  to  General  Unit,  whore  they 
are  recorded  before  payment* 

Issue  supplies  to  various  Bureaus  in  Departmont  on  approved  requisition. 
Prepare  graphotype  plates  and  maintain  addressograph  plat©  files  for 
various  uses. 

Mail  report  forms  and  blanks. 

Receive  incoming  mail  and  hfindle  outgoing  mails 
Perform  messenger  work  In  connection  with  mail. 

PURPOSE 

Solf-exjl  anatory  * 
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REFERENCE 


pigcsal  Code  of  April  9,  1929 
Po  Lv  343,  Article  2c 


DSPAIiTMENT  OF  REVEI^IUE 


CORPORATION  TAX  gJPJilAU 


ACTIVITY  PERFDRMFJ)  NO.  1 
AiaflNISTRATlON 
PURPOSE 

C— I 1^ 

The  funationa  performed  by  this  Bui'cau  serve  the  foiloidng  purposes ; 
Confine  practice  before  the  Ta?:  Boards  to  ethical  pre-ctitionera « 

Grant  teLXp&yers  opportunity  to  present  argument  for  reconsideration 
of  taxes  imposed  in  original  settlement. 

Cooperate  mth  Department  of  Justice  in  determination  of  tax  appeals. 
Create  efficiency  in  Bureau  thi'ough  coordination  of  work  in  Sections 
of  Bureau  and  instruction  of  employes  to  insure  uniformity  of  tax  settle^- 
merits;  avoid  duplication  of  Tf^ork, 

PwEFEKS^CS 

Fiscal  Code  April  9 ^ f P»  T...  3U3  as  Amended 

April  8,  1869,  P.  I.  19  and  Fiscal  Code  of 
April  9,  1929,  P.  La  343,  Section  501* 

PERSONNEL 

7 F 


ACTIVITY  FERFOKiED  NO.  2 
RSCSXVI?G 

Receiving,  index  and  card  tax  reports. 

Detach  checks  and  transmit  to  cashier. 

Exajnins  reports  as  to  completeness, 

PURPOSE 

Purpose  served  is  to  control  return,  of  reports  and  distribution  of 
same  to  taxing  officers.  Incomplete  repcc'ts  may  be  returned  to  ta:iqpayer3 
for  additional  information, 

REFERENCE 

Fiscal  Code  April  9,  1929,  P.  L.  343  as  amended, 

Section  1102 

PERSONNEL 
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ACTIVITY  PERPiPRMED  KQ,  3 
REGISTRY 

Recsive  and  index  cei'i.ificGtions  from  the  Dapartraent  of  State  of 
charters  greeted  to  new  corporations,  and  registrations  of  Foreign 
corporations . 

PURPOSE 

Maintain  up«to>»date  record  of  ej.l  cosp orations. 

REFERENCE 

Fiscal  Code  April  9,  1929,  P*  343, 
as  AjTtet^ed  Section  730  , 704  , 804 

PERSONNEL 
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ACTIVITY  PERFORMED  NO.  4 
JUDICIAL 

Prepare  tax.  sattleauents  or  ©stimtes  in  sales  of  property  or 
franchises  of  any  cozv'pc.ration  by  sheriff,  recoiirer,  trustee,  assignee, 
roaster  or  other  officer, 

PURPC6E 


Protection  of  Qomroon?realth  liens, 

PERSONNEL 
6 F- 


ACTIVITY  PERFORMED  NO,  5 
LEGAL 

Irstsrprst  laws,  decisions  and  opinions. 

PURPOSE 

Administration.  Establish  policy  and  procedure. 
PERSONNEL 
1 P 


ACTIVITY  PERFGPJflSD  KQ>  6 


CALCULATION 

Compute  tajiea,  iDtoisat,  penalty  on  ell  settlements  and  resettlements 
of  Corporation  Bureauo 

PURPOSE 

Administration,  For  the  purpose  of  verification, 

PERSONNEL 
5 F 


ACTIVITY  PERFORMED  NO,  7 

FILE  AND  INDEX 

This  Section  files  and  indexes  all  correapcndence  and  reports  of  txhe 
Executive,  Adoini.strative,  Accounting  tnd  Bureau  of  Corporation  Tax. 

PURPOSE 

For  reference  when  requested. 

PERSONNEL 
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ACTIVITY  PERFORMED  NO,  8 
INVESTIGATION 

Audit  and  examine  all  corporations  for  tax  purposes  referred  by 
taxing  officers. 

PURPOSE 

Verification  of  tax  liability  of  corporations. 

REFERENCE 

Fiscal  Code  April  9,  1929,  P.  L,  343, 
as  Arasndad,  Section  212  and  various  tax  acts. 
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AGTiyiTy.  PgRFQRllED  NQo  9 
TAXLNG 

Settle  taxes  for  all  large  corporations. 
PURPOSE 


Settlsffient  of  taxes  and  bonus  du'S  ths  Co-Kconwealth. 


REFEREI^CE 


Corporate  Net  Incor.:e  Tax,  May  16,  1935,  P*  1-.  208, 
as  .InKsnded  14ay  7,  1943,  P*  1.  217,  Fiscal  Code  3420 
Corporate  Loans  Tax,  June  13,  1913,  P.  L«  507,  Juno  22, 
1935,  P*  L.  /slA,  aa  Amended,  July  11,  1941,  P*  L^  361, 
Fiscal  Code  3250~1C. 

Capital  Stock  Tax,  June  1,  1889,  P.  L»  420,  as  Amended 
May  27,  1943,  P.  L.  762,  Fiscel  Coda  1871,  et  al. 

PERSONNEL 
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ACTIVITY  PERFORMED  NO.  10 


RESETTLmENT 

Receive  petition  for  resettlsments . 

PURPOSE 

Give  taxpayers  opportunity  to  present  arguments  for  reconsideration 
of  original  tax  settlement. 

PERSONNEL 

3 F 


ACTIVITY  FSRFOmiED  NO.  11 
FEDERAL  CHAI^GSS 

Maintfiin  record  of  Fedor&l  examinations. 

Receive  and  index  Federal  changes  and.  process  for  resettlement. 
Check  Federal  changes  ?d.th  Federal,  examiner’s  reports  in  cases 
of  question  as  to  correct  income. 

Prepare  ail  resettlements  due  to  Federal  change. 

Correspond  with  ta:qDayer  and  Federal  GofvsniiDent . 
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PURPOSE 

Reaettla  tax  to  conTornx  i«dth  Federal  Income  as  determined  by 
examination  of  the  Collector  of  Internal  RsYenue. 

REFERENCE 

Corporate  Net  Income  Tax  Act,  May  16,  1935* 

P.  L.  206,  as  Amended 
Section  7.  Fiscal.  Code  34-20g* 

PERSONNEL 

3 F 
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^EPARTI^tENT  OF  xlSTOUE 


H-T.GH>)rAI  SAFETY 


ADMINISTEATIVS 
ACTIVITY  FERFOmiEQ  NO.  1 

This  Bureau  is  responsible  for  plarming  the  work  of  the  Bureau,  for 
its  policies  and  proGoda.’es,  and  Its  porsonnei.  It  suggests  amendments 
to  the  Wotor  Vehicle  Cod'S,  prepares  reports,  rei’^iaes  forms,  requisitions 
equipment,  material  and  supplies.  Ksndles  inquiries  pertaining  to  Bureau 
activities. 


ACTIVITY  PERPOfaaED  I'TO,  2 

«■■  HI  WlliB  p — fTiiri  WWI  ■ w— !■■— > WC-y-Mt-w 

Prepares  cases  for  CommcmTealth  attorneys  trhere  susf>onded  operators 
and  suspended  inspection  stations  appeei  to  the  Courts. 


ACTIVITY  FERFQfa^ED  NO.  3 

Promulgates  uniform  standai*d  specifications  for  automotive  equipment! 
checks  laboratory  test  reports  and  samples  for  compliance  with  specif ica- 
tiohsj  issues  Certificates  of  Approval  and  collects  statutory  fees. 


ACTIVITY  PERFOELIED  NO.  4 

Promulgates  official  inspection  rules  and  regulations. 


ACTIVITY  PERFORMED  MQ.  S 

Provides  requested  speai-iars  for  meetings  pertaining  to  Bureau  worKj 
educational  programs  throngb.  coopers, ticn  vdXh  schools,  other  State  Depart- 
ments, Civic  organiaa.tious  and  local  authoilties,  talks  and  moving  pictures. 
Issues  restricted  operators  licenses  after  suspension. 

PURPOSE 

The  purpose  of  the  Bureau  of  Highway  Safety  is  to  reduce  Highway 
Traffic  Fatalities,  Injuries  and  Accidents  by  means  of:-  Compliance 
with  the  Motor  Vehicle  C-od©  and  the  Financial  Responsibility  Law,  the 
suspension  and  revocation  of  liconses,  according  to  law,  and  the 
education  of  all  our  citizens  to  the  purpose  and  necessity  of  strict 
observance  of  all  traffic  regulations,  in  order  to  make  our  highways 
as  safe  as  possible. 
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HEFERENCE 


Act  1933,  15,  P,  L.  553 

Act  1929,  P.  L,  905,  Ai'ticla  VI 
Section  6U--615™ 616=712-721 
Article  VIII 

Sections  301=802-802 o 1=602. 3~S05-806ol 
PERSOHNEL 
10  P 


REVOCATION  SECTION 
ACTIVITY  PERFORMED  NO.  1 

SUSPIMSION  ' 

Suspend  operating  privileges  after  Departmental  Hearings,  or  upon 
receipt  of  certification  from  Comirdsaionera  of  States  vd.th  whom  we  have 
reciprocity  privileges, 

PURPOSE 

Compliance  Tdth  the  Motor  Vehicle  Code  after  a hearing, 

REFERENCE 

Act  1929,  May  1,  P.  L,  905,  No,  403 
Article  VI,  Section  615  to  622,  ine, 

PERSONNEL 

3 F 
2 PT 


ACTIVITY  PERPOfSiED  NO,  2 
REVOCATION 

RevoKe  the  operating  privilegea  of  all  violators  upon  receipt  of 
certification  from  the  Goui't, 

PURPOSE 

Conspliance  idth  Motor  Vehicle  Code  after  notification  from  the  Court. 
REFERENCE 


Act  1929,  May  P.  L,  905,  No.  403 
Article  VI,  Section  6l4o 
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ACTI V IT  Y F£PJX:fmED  _ NO ...  1 
RESTORATION 

Rastora  upon  oixp^xation  of  tJ'iO  suspanoion.  period  the  operating  and 
registration  privileges  according  to  tlie  Motor  Vehicla  Code. 

PURPOSE 

Purpose  to  sea  operator’s  privilege  is  restored  upon  terraination  of 
suspension  or  revocation, 

REFERENCE 

Act  1929,  May  1,  P.  Lo  905,  No.  403 
Article  VI,  Section  61?. 

PERSONNEL 

2 F 
2 PT 


ACTIVITY  PSRFQPJiED  NO.  4 
STATS  POLICE  PATROL 

Authorize  the  State  Police  to  official  notice  of  suspension, 

revocation,  snd  lift  operator’s  license,  registration  plates  iriien  holders 
thereof  will  not  voluntarily  surrender  thea,  end  spocial  investigations 
of  violations  of  the  Motor  Code  for  the  purpose  of  prcjsacution, 

PURPOSE 

Facilitate  enforcaiEent  of  Vehic.le  Code. 

PERSONNEL 

IF 
1 PT 


ACTIVITY  PERFORMED  NO.  5 


puBuci'n 

stencil  copies  for  raLneograptiii^g  recoils  of  withdrawals  of  operating 
privileges,  restorations  and  correspondence. 
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PURPOSE 


To  maks  listings  of  ausperioions,  revocations,  restorations  available 
to  the  public. 

PERSONNEL 

2 PT 


ACTIVITY  PERFQfgklED  NO.  6 
PHOTOSTATS 

Of  withdrawals  ^dth . certificates  of  violations  for  all  court  trials, 
State  Police,  and  District  Attorneys,  on  request, 

PURPOSE 

Facilitate  enforcement. 

PERSONNEL 

1 P 


PITTSBURGH 


ACTIVITY  PERFQPqgD  NO.  1 


Construction  Finish ai. 


PURPOSE 


The  purpose  of  this  Field  is  to  exajEine  new  and  old  operators,  to 
train  drivers  in  order  that  they  can  operate  a motor  vehicle  efficiently 
and  safely. 


ACTIVITY  PERFORMED  NO,  2 
3i;aNT£^ANC£ 

This  includes  care  ^if  seven  and  a half  acres  of  grounds,  two  and  a half 
miles  of  roadway,  cleaning  of  catch  basins  on  3700  feet  of  sewers,  (This 

field  lies  between  two  hills  and  the  drainage  is  extremely  heavy)  and  the 
care  of  two  buildings, 

PERSONNEL 

4 F 
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ACTIVITY  FERFOI^ED  NO.  > 

»YATCH:/JiTl 

This  land  and  these  buildings  ai'e  in  "igh],and  Park  and  it  is  necessary 
to  have  watchman  at  night  and  on  Sundays. 

REFEREMGE 

Act  1929,  May  P.  L,  90p,  No.  i{.03,  Section  608 

The  City  of  Pittsburgh  deeded  tide  land  (1<,00)  to  be  used  as  a 
Driver  Training  Field  with  a clause  that  this  land  revarta  to 
the  City  of  Pittsburgh  in  event  the  CcoiEionwealth  does  not  use 
this  3.and  for  this  purpose, 

PERSONNEL 
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iJEARIKG  UNIT' 

ACTIVITY  PERFORMED  NO,  I 

CITATION 

Securing  complete  record  of  operator. 

Listing  of  persona  involved  in  accident  or  violation,  arresting 
officer,  or  any  witnesses. 

Map  spot  £3  to  closest  heai’ing  point  convanient  to  all  persons 
involved. 

Specifying  the  section  of  the  Code  violated. 


ACTIVITY  PERFORim)  NO,  2 
SCHEDULING 

Designating  tearing  point,  date,  hoar  of  hearing,  also  Inspector 
and  hsaring  stenographer  to  preside. 


ACTIVITY  PERFORMED  NO,  3 

MAILING-  OF  NOTICES  TO  APPEAR 

Mailing  applicable  form  .letters,  and  meiuo  to  persons  cited,  specifying 
time,  date  end  place  of  hearing.  Taking  care  of  Unit’s  correspondence. 


ACTIVITY  PERFORMED  NO,  L 

COORDINATIQN  OF  FIXES 

Inde^dng,  tabulating  and  niedling  files  to  hearing  Inspectors, 
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Checking  incoming  fiiso  and  f or7far«ilng  to  Rsview  Board. 


ACTIVITY  PSRFOf&lED  NO.  $ 

WJIEaJI^Q 

Complete  reviewing  ol  files  from  field  and  making  final  recommen- 
dation of  suspension,  restoration  or  no  action. 


PURPOSE 

Purpose  is  to  enforce  compliance  of  the  Motor  Vehicle  Code  by  holding 
hearings  on  operators  involved  in  motor  vehicle  violations  or  accidents 
to  detorfliine  whether  cperatiag  privileges  should  be  suspended  or  not,  in 
order  to  promote  greater  highway-'  safety  and  reduction  of  accidentSo 

REFERENCE 

Act  1929,  May  1,  P.  L.  905,  No.  403 
Section  6l4"'6i5-615®l®6l6 
Act  1933,  May  15,  P.  U 553. 

PERSONNEL 
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ACTIVITY  P£P.FQSiED  NO.  6 

ca— — w— — — It.’-— ■ I I ■■  1 ii' 

HEARING  UNIT 

(44  citieawhere  hearings  are  held) 

SuperviciQ  hearings  and  contact  all  personnel  in  field. 

Hold  hearings  on  all  inspection  cases  and  all  maital  cases. 

Hear  cases  and  determine  was  at  fault  in  accidents,  etc. 

Take  testimony  at  hearings,  write  summons  as  dictated  by  inspector. 

PURPOSE 


Purpose  is  to  enforce  compliance  of  the  Motor  Vehicle  Cod©  by  holci.= 
ing  hearings  on  operators  involved  ia  motor  vehicle  violations  or  accidents 
to  dotoroiine  whether  operating  privileges  should  be  suspended  or  not,  in 
order  to  promote  greater  highway  safety  and  reduction  of  accidents. 

REFERENCE 


Act  1929,  May  1,  P.  L,  905,  No.  403,  Section  615. 
PERSONNEL 


31  F 


ACCID^T  SECTION 
ACTIVIIT  PERFORMED  NO,_l 


GENfjjAL  UNIT 

Direct  eupervision  of  all  Accident  Section  omployoso  Handle  all 
Bureau  relate,  ons  ■jsith  the  public  pertaining  to  accident  a,  information, 
complaints,  requests  for  hearings,  prosecutions  for  violations,  etc. 

Correlate,  as  to  the  data  of  occurrence,  all  accident  reports,  State 
and  Local  police  investigations  and  arrests. 

PURPOSE 

Supervise  production  of  all  personnel  in  Accident  Section  and  niaintain 
friendly  relations  between  the  Bureau  and  the  public. 


Bring  before  our  Departmental  hearing  Inspectors,  or  clinical  examiners, 
all  operators  believed  to  be  guilty  of  sny  violation  of  the  Motor  Code, 
negligence  in  the  operation  of  a motor  %^ohisle,  or  those  who  apparently 
possess  soins  mental,  or  physical  handicap  that  does  not  warrant  their  hold" 
ing  an  operator’s  license’  AiTange  for  special,  operator’s  examination  and 
issue  licenses  to  crippled  operators  upon  recomeridation  of  exaitnning 
officer. 

Maintain  a complete  and  comprehenoive  record  on  every  operator  who  has 
been  involved  in  smy  accidents  oi’  violations  on  the  Highways  of  the  Common- 
wealth in  order  that  habitual  vioLstora  be  denied  operating  privileges  if 
warranted. 

REFERENCE 

Act  of  1929,  itoy  1,  P.  L,  905 
Section  1214 
Section  645  (A) 

PERSONNEL 
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RESEARCH  AND  STATISTICS  SE^tTXON 
ACTIVITY  PEKi'QimD  NO,  1 

GET^RAL 

Organise,  direct  and  supervise  the  activities  of  the  section. 
Cofi5)lete  charge  cf  all  the  fatal  acciderts,  statistics  and  studies. 
(Two  (2)  assistants  - Typists  Clerks) 

Compiles  and  calculates  Safety  Bureau  data  except  fatal  accidents. 


-38- 


Transeription  of  data  from  accident  reports;  prepare  county  spot 
maps  and  special  spots  iaaps.  (one  (1)  assistant) 

Research  in  the  files  for  all  Bureau  studies  and  reporte, 

(one  (1)  assistant) 

Mimeogrdph  all  Bureau  records,  reports,  forms  end  studies. 
Kaypunsti,  verdfy,  duplicate  and  soi’t.  (I.  B.  M.  System) 

(Four  (4)  assistants) 

PURPOSE 

To  make  E-?ailable  injCormation  for  EDUCATION,  S^GINEERING,  ES^FORCB- 
WENT  AND  IJSGISLATION  in  the  field  of  Highway  Safety. 

REFERENCE 

Act  1929,  May  1,  P.  L.  90$  No.  403 
Section  604,  615,  1214 
Act  May  15,  1933,  P.  L.  553 

PERSONNEL 

15  F 


NARCOTIC-MEHTAL-CFJPPLSD 
ACTIVITY  PERFORMED  NO.  1 

INVESTIGATION 

Investigation  of  Narcotic  Addicts  and  habitual  drunkards. 

PURPOSE 

To  stop  drug  addicts  and  habitual  drunicards  from  driving  motor  vehicles 
and  thereby  endangering  the  lives  of  the  citizens  of  this  Commonwealth. 

REFERENCE 

Act  1929,  May  1,  P.  L.  905,  No.  403 
S0Ction.6O4A5 

PERSONNEL 
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ACTIVITY  PERFORMED  NO.  2 

CONTROL  OF  OPERATORS 

Control  of  operators  Tsith  physical  or  mental  disabilities. 


“39- 


PW0S5 

In  order  th^t  persona  m<5nt.all7  urifit  to  drive  may  be  removed  from 
the  roade  Also  that  persons  mta  physical  disabilities  either  be  removed 
from  driving,  or  hs.v©  th©  proper  mschariieal  aids  in  order  that  they  can 
operate  a motor  VQhic3.e  safely, 

REFEaU4CE 

Act  1939,  May  I,  P,  L,  905,  No.  403 
Section  604  A^B-C 

606  A>-B 

607 
608 


PERSONNEL 
3 F 


FILING  SECTION 
ACTIVITY  PERFORIIED  NO.  1 

POSTLNG 

(a)  Fbst  all  actor  "violations  which  may,  or  ra£y  not,  constitute 
the  suspension  of  operating  privileges. 

(b)  Post  all  suspensions,  revocationa,  dates  of  restoration,  and 
relieved  dates, 

PURPOSE 

The  puiptose  of  this  activity  is  that  the  Department  may  at  all  times 
have  a brief  resume  of  all  operators*  records  and  motor  vehicle  violations 
soramitted  in  the  Commonwealth  of  Pennsylvaniao 

REFERENCE 

Act  1929,  May  1,  P.  L.  905,  No,  403 
Section  604'=’614'"615-“616 

PERSONNEL 

14  PT 
2 F 


ACTIVITY  PERFORMED  NO.  2 
FILING 

CMmruKmiimanjji 

File  all  accident  and  arrest  reports,  suspension  and  revocation 
files  received  from  all  Units  of  the  Bureau. 
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PURPCSE 


The  purpose  of  this  .sati¥itj^  is  ao  that  the  Departnient  aiay  at  all 
tiraea  have  a complete  rscoi'd  of  all  operators-  and  inotor  vehicle  viola-= 
tions  corjaitted  in  the  CoimcnwO'alth  of  Pennsylvania, 

RSFERENCE 

Act  1929,  May  1,  P.  L.  905,  No.  403 
Section  1214,  604,  6l4'»6l5”616 

PERSONNEL 

14  PT 
17  F 


ACTIVITY  PERFOPl^P  NO.  3 
SORTING 

Sort,  alphabetically,  all  the  work  received  in  the  Unit,  to  be 
disbursed  to  the  posting  and  filing  clerks. 

PURPOSE 

The  purpose  of  this  activity  is  to  6:cpedite  the  work  of  the  entire  Uni 
PERSOMNEJ. 

3 F 


FINANCIAL  RESPONSIBILITY 
ACTIVITY  PSRFQHMSP  NO,  1 

CORRELATION 

VB*  Onaw— ■»  ima  mmini  ii  ni'  n 

Upon  receipt  of  cori'esporidence  or  counter  casos,  get  files,  if  any; 
if  not,  all  operating  and  registration  records  from  Bureau  of  Vehicles 
and  Citation  records. 


ACTIVITY  performed  NO.  2 
SUSPENSION 

To  suspend  the  operating  and  registration  privileges  of  the  violator 
by  Official  Notice  and  inform  all  Units  of  ttiis  Bureau  and  Bureau  of  Motor 
Vehicles  by  memorandums. 


ACTIVITY  PERFQRliSD  NO. 


INSURANCE 

Receive  all  New  and.  Renevfal  Certificates  from  dxisurance  companies, 
record  them  on  card  index  and  notify  each  operator  by  letter.  Acknowledge 
receipt  of  certificates  from  insurance  compani-es.  There  are  numerous 
phone  requests  daily  for  infcr.mation  from  insurance  agencies  and 
individuals. 


ACTIVITY  PERFORMED  NO,  4 
JUDCaiENTS 

Notify  each  defendant  ani  give  a set  time  to  satisfy  judgment.  If  not 
satisfied  as  required,  suspension  of  operating  and.  all  registration  privileges 
are  in  order.  This  operation  requires  a great  deal  of  correspondence. 


ACTIVITY  PERFORMED  NOo  5 
RESTORATIONS 

Notify  each  operator  of  the  restoration  of  operating  and  registration 
privileges  upon  the  correct  filing  of  Proof  of  Financial  Responsibility. 


ACTIVITY  PSRFOPJJED  N0_...  6 
RELEASE 

Notify  each  violator  of  his  release  from  further  filing  of  Proof  of 
Financial  Responsibility*  This  operation  requires  numerous  memorandums 
to  various  sections  to  clear  ti'.oir  records. 


PURPOSE 

To  insure  the  filing  of  Financial  Responsibility  where  required. 

Require  every  operator  who  has  been  involved  in  accidents  resulting 
in  certain  property  d&maga  or  personal  injury  to  be  financially  responsible 
for  the  pi'otection  of  other  motorists, 

REFERENCE 

Act  1933,  May  15,  P.  L.  553 
Act  1937,  June  25,  P.  L.  2097 
Act  1939,  June  24,  P,  L.  1075 
Act  1941,  August  6,  P.  L.  855 

PERSONNEL 
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BUllEAU  OF  IKVSSTIG.iTiQKS  COLLECTIONS 


GENERAL 

ACTIVITY  PERFDflMED  NO.  1 


Act  as  Deputy  Secretary  of  Depart.Tient , direct  and  supervise 
collection  and  enforcsnent  of  Malt  Beverage  Tax  Acts,  Cigarette  Tax 
Acts  and  Corporation  Laws  existing  in  the  Cosiraonwealth  of  Pennsyl- 
vania, all  Delinquent  Ta?ces,  Irr/estigations  for  various  Bureaus  of 
the  Department  of  Revenue  and  Department  of  Justice, 

Assist  in  the  admj.nistration  of  Malt  Beverage  Tax  Acts,  Cigarette 
Tax  Acts  and  Corporation  Laws  existing  in  the  Coinraonwealth  of  Pennsyl- 
vania, all  Delinquent  Taxes  investigations  for  various  Bureaus  of  the 
Department  of  Revenue  and  Department  of  Justice, 

Maintain  Personnel  records,  payroll  of  per  diem  employes,  ta^e  and 
transcribe  dictation  and  v.rite  letters  >d.thout  dictation  for  Deputy 
Secretary. 

PUliPOSE 


Assign  and  direct  work  in  five  District  Offices  located  in  Harris- 
burg, Philadelphia,  Scranton,  Pittsburgh  and  ,/arren  to  collect  and  enforce 
law  relating  to  all  Delinquent  Taxes,  Cigarette  Taxes,  Malt  Beverage  Tax 
and  investigations  on  Delinquent  Corporations. 

Handle  correspondence  in  cormection  with  collection  and  enforcement 
of  all  Delinquent  Taxes,  Cigarette  Tax,  Malt  Beverage  Ta:c  and  investigations 
on  Delinquent  Corporations. 

REFEitEiNCE 

Act  of  April  9,  1929,  P.  L.  343 
PERSONNEL 
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BEVERAGE  TAX 
ACTIVITY  PERIDRl^SD  NO.  2 


Examiners. 

Audit  all  Malt  Beverage  Tax  Stanp  iigencies  within  the  Commonwealth  of 
Pennsylvania^  audit  and  examine  all  brewery  records  for  clairos  for  refund 
made  under  Malt  Beverage  Law  and  Regulations;  examine  and  audit  Pennsylvania 
Distilleries  on  Spirituous  and  Vinous  Liquor  to  see  that  the  tax  is  paid  on 
such  liquor  that  is  taxable  under  Act  6;  enforce  Ldait  Beverage  Tax  Acts  to 
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see  that  the  tax  is  evidsnced  by  the  proper  tax  stamps  or  crovms  on  all 
malt  beverage  consuiaed  vdthin  the  Couvaonweelth  of  Pennsylvania. 

Office. 

Maintain  in  locxed  storage  and  upon  receipt  of  certified  checKS, 
ship  Malt  Beverage  Tax  Stamps  to  Breweries  and  Distributors  within. and 
without  the  Conunonwealth  of  Pennsylvania j maintaiii  an  accurate  file  of 
all  reports  received  from  I/!alt  Beverage  Distributors  and  Brewsries.  This 
Division  Keeps  an  ac curat©  record  and  releases  all  Malt  Beverage  Tax 
Crowns  from  licensed  Cro>m  Manufacturers  within  and  vdthout  the  Common- 
wealth of  Pennsylvania. 

PURPOSE 

Collection  and  enforcement  of  ail  Malt  Beverage  Tax,  collection  of 
Spirituous  and  Vinous  Tax,  is  accomplished  through  activities  of  this  group 
To  have  available  a cofaplete  record  of  all  Brewers  and  Distributors  of 
malt  beverage.  Spirituous  and  Vinous  cases,  and  worx  transacted  by  Fieido 
This  information  furnished  upon  request  to  Department  of  Revenue  and  Depart 
raant  of  Justice  and  other  agencies. 

REFERENCE 

Act  of  May  5^  1933,  P*  Lo 
PERSONNEL 
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ClGilRETTE  TAX 

Office. 

Enforce  the  Cigarette  Tax  Act.  The  Office  Division  maintains  a 
cornpiete  record  of  Cigarette  Tax  Stamp  Affixing  Agencies  and  reports  as 
required  by  3.aw  from  Agency^  It  issues  all  Cigarette  Retail  and  \'Aiole— 
sale  Permits  as  required  by  law. 

Auditors. 

Handle  ail  claims  for  refund  on  cigarette  tax  stamps  allowed  by  law. 
Conduct  a complete  audit  of  each  Stamp  Affixing  Agency  at  least  once 
every  six  months. 

PURPOSE 


Enforcement  and  collection  of  Cigarette  Tax. 
REFERENCE 

Act  of  June  14,  1935,  P»  L.  34l 
PERSONNEL 
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DELIHC-UJflNT  GOKPOHATION  AKD  iJcjUID  JinjLS  TAXELS 
ACTIVITY  NO.  L 


Supervisor. 

Supervise  and  reassign  ail  delinquent  tax  wor^  assigned  to  this 
Bureau  for  investigation  and  collection.  ilaintain  a co.nplete  record 
and  handle  all  reports  and  ccrrespondsnce  as  a result  of  the  five 
district  offices  ooliectiono  and  field  worK,  Assign  to  the  five 
district  offices,  cases  for  corporate  reports  requested,  investigator's 
Reports  and  "out  of  exi-stance"  affidavits  for  corporations,  investiga- 
tion of  delinquent  corporation  and  Mquid  fuel  accounts  for  the  Depart- 
ment of  Justice e 

The  five  district  offices  consist  of  ^1  Harrisburg,  fZ  Philadelphia, 
#3  Scranton,  #4  Pittsburgh  and  #5  Warren. 

Office. 

liaintain  a complete  record  and  handle  ail  reports  and  correspondence 
as  a result  of  District  Office  field  worK.  Dictate  and  transpribe  ail 
correspondence  requested  b/  corporations  pertaining  to  their  delinquent 
tax.  statement.  Route  collections  and  i.nvect.igation3  received  from  the 
various  district  offices  to  the  pi'oper  Bureau  or  Department, 

PURPOSE 


Collection  of  delinquent  taxes  amounting  to  over  $100,000.00  a year. 
Is  responsible  for  real  estate  searches  of  delinquent  corporation 
and  liquid  fuel  tax  so  that  the  Department  of  Justice  may  collect  legally 
the  tax  due  the  Commomvealth  of  Pennsylvania. 

Stenographic  and  clerical  office  work  in  Delinquent  Tax  Division. 

PERSONNEL 

3 F 


HARRISBURG-DISTRICT 
WARREN-DISTRICT  ^5 

ACTIVITY  PERFORliED  NO.  5 

Supervisor. 

Supervise  the  collection  of  Deiinque.nt  Corporation  Taxes,  Cigarette 
Tax  and  Malt  Beverage  Tax.  Thirty- two  counties  assigned  to  District  01, 
thirteen  to  #5. 

Secretary. 

•Assist  in  assignment  of  work.  Take  and  transcribe  dictation  and 
assist  in  handling  correspondence  pertaining  to  a District  Office. 

Field  SJen. 

Investigate  and  collect  all  Delinquent  Taxes  due  the  Department  of 
Revenue;  enforce  and  collect  Cigarette  Tax  and  ivfelt  Beverage  Tax  Acts. 
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PUKPOSE 


Supervision  of  work  and  empio^/es  assigned  to  District  and  ^5- 
Secretarial  and  general  office  wcrii. 

An  accurate  enforcement  of  ths  iialt  Beverage  Tax  Act,  Cigarette 
Tax  Act  and  efficient  investigation  and  collection  of'  all  Delinquent 
Corporation  Tax. 

PERSONNEL 
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PHILADELPHIA- DISTiilCT  §2 
SCRANTON-DISTEIGT  ^3 
PITTS SURGH-DISTRICT  #4 


Supervisor. 

Supervise  the  collection  of  Delinquent  Corporation  Taxes,  Cigarette 
Tax  and  Malt  Beverage  Tax*  Five  counties  assigned  to  District  #2;  eight 
counties  to  District  il3f  nine  counties  to  District 

Secretary. 

Assist  in  the  assignment  of  work  and  ta«vs  care  of  ail  personnel  in 
District  Office. 

Office. 

liaintain.  a complete  record  and  handle  al-l  reports  and  correspondence 
as  a result  of  field  investigations,  which  are  sent  to  Main  Office. 

Field  Men . 

Investigate  and  collect  all  Delinquent  Taxes;  enforcement  and  collection 
of  Cigau'ette  Tax  and  Malt  Beverage  Tax, 

They  maintain  Malt  Beverage  Tax  starajss  in  ail  denominations  for  sale 
to  various  Breweries  wl.thin  their  district.  Maintain  a complete  record  of 
ail  sales  of  stamps  and  maxe  ret^orn  of  monies  collected  to  the  main  office 
in  Harrisburg,  Investigators  assigned  to  the  Philadelphia  Office  Inves- 
tigate Malt  Beverage  Tax  accounts.  Cigarette  Tax  in  addition  to  making 
collections  and  investigations  of  corporo.te  and  liquir  fuel  tax. 

PURPOSE 

Supervision  of  work  and  employes  assigned  to  District  #2,  and  #4* 

Secretarial  worko 

Assists  in  assignment  of  work  in  District  Office. 

An  accurate  enforcoment  of  the  Malt  Beverage  Tax  Act,  Cigarette  Tax 
Act  and  efficient  investigation  and  collection  of  all  Delinquent  Corporation 
Tax. 


PERSONNEL 
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DEI';yiT:.iENT  OF  REVSIflJS 


BUREAU  OF  j^JTOK  V]SH1CLF^ 


GENliIRAL 

ACTiVITy  FEKFOKriED  NO.  1 

This  Section  is  raspcnsible  for  planning  the  vrorK  of  the  Bureau, 
for  its  policies  and  procedures,  and  its  pt?rsonnel.  It  suggests  amend- 
ments to  ths  Motor  Vehicle  Code,  prepares  reports,  revises  forms, 
requisitj-ons  equipment,  material,  supplies,  et  cetera. 


PURPOSE 

Administration . 


REFEREI'iCE 


Act  1929,  P.  L.  905,  Section  501-510. 


PERSONNEL 
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SHIPPING  AfjD  MAILING 
ACTIVITY  PEKFOPi.ED  NO.  1 

Shipping  and  Mailing  consists  of  four  Units  which  function  as  follows; 

GENlvRAL  UNIT 

Supervise  ths  section  and  mcdntain  records  of  ail  Units,  raej^es  up  the 
specifications  and  drawings  of  Automobile  lacense  Tags  and  requisitions 
them  from  the  Department  of  'Velfare. 

IPaLING  UNIT 

Prepare  and  sort  all  regular  outgoing  mail  for  the  Bureaus.  Enclose, 
sort  and  mail  approxiinatei/  three  million  (3,000,000)  operator’s  license 
applications,  approximately  three  million  (3j 000, 000)  operator’s  licenses 
and  approximately  two  million  (2,000,000;  registration  applications. 

BHII^PII^G  UNIT  (Tenth  and  Market  Storeroom) 

Receive,  verify,  store  and  mail  all  Automobile  License  Tags,  nvmiberod 
by  Registration  Section;  transfer  tags  assigned  by  Account  Section,  to 
Office  Delivery,  and  mail  those  from  tioat  Section  not  carried  out  by  the 
public.  The  registration  cards  received  from  the  numbering  machines  in 
the  Registration  Section  are  cut  from  the  other  portions  of  the  application, 
inserted  in  a tag  envelope,  and  delivered  to  a representative  of  the  United 
States  Post  Office  at  ths  sub-station  maintained  in  this  Section  by  the 
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GoVemjaent.  This  is  the  branch  pest 

to  handle  the  mail  for  one  organization. 


office  in  the  Union  maintained 


SGRyiCS  /ilsD  Mali^iTEIjAiJCE 

Cut  application  cards,  paper  stooK.,  etcs,  for  the  Bureau,  on  paper 
cutting  machine,  and  Keep  office  and  electrica-l  equipment  in  repair, 

PUKPOBE 

liailing  ail  Bureau  medl  to  applicants  for  operator’s  and  registration 
licenses,  also  maintenance  of  equipment  in  the  Bureau. 


HEFFilriJCE 


Act  1929,  P.  L.  905,  Section  501-510. 


PEltSONNEL 

63  F 
3 T 


GRAPriOrfPE 

activity  pehfqe.ed  no.  1 

GENl'JhiL  UNIT  handies  time  records,  payrolls,  personnel  records,  all 
typing  and  correspondence  and  preparing  of  reports.  Mechanics  repair  all 
Graphotype  and  Addr-esaograph.  I'achinei;  and  all  the  other  mechanical  equipment 
in  tne  Depai'tm.ent  of  Revenue. 

PURPOSE 

Administration  of  the  Section;  rnaintams  office  appliances. 


PERSOhHEL 


7 


ACTIVITY  PBPJ0RI.:ED  mo.  2 

VERIFICATiOM  UNIT  verifies  a tape  shovd.ng  impressions  of  the  plates 
embossed  against  the  information  on  the  applications. 

PURi-GSE 

Eliminate  discrepancies  between  the  embossed  plates  and  applications 
before  the  finished  worK  is  sent  out . 

PEHSailiEL 

9 

2 PT 
1 15. 
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ACTIVITY  PEKFORIJCD  NO.  3 


COiiitSCTIOM  UNIT  handlas  all  ch’angan  and  corrections  of  records,  i.  eo, 
changes  cf  address,  correction  of  nair:e  etc#  iriai.ntains  the  Tractor  File, 
Dealer’s  File,  Learner’s  Permit  File  and  the  Suspension  File. 


PUliPOSE 

Keep  records  accurate  and  up  to  date,  Keep  list  of  all  Dealers  in  the 
State,  a list  of  Tractor  Registration,  a list  of  all  persons  holding  Learner's 
Permits  up  until  they  become  qualified  Operators  and  maintain  at  ail  times  an 
accurate  and  up  to  date  list  of  all  persons  whose  Operator  or  Registration 
License  have  been  suspended  or  rsvoRed. 


PERbaiKEL 


13 


activity  p£RFcmi:D  no,  4 

OPidiATOli  Fill;  maintains  in  numerical  order  a file  of  Addressograph  plates 
covering  all  persons  qualified  to  operate  a motor  vehicle  in  Pennsylvania. 

Also  maintains  an  Inactive  Operator’s  File  on  persons  not  holding  current 
Licenses.  This  Operator  Plate  File  started  vd-th  plate  number  "1"  and  today 
we  are  in  the  7,000,000  series. 


iUHPOOE 


This  file  serves  as  a master  file  on  all  Operators  in  the  State  from 
which  the  annual  renewal  applications  are  run. 

PLRSONl^EI. 

12 
1 PT 


ACTIVITY  PEltToRllED  NO.  5 

TITLE  FILE  maintains  in  numerical  order  a file  of  Addressograph  plates 
covering  Title  information  and  does  all  worK  incidental  to  the  file.  This 
file  started  vdth  plate  number  "i"  and  today  we  are  in  the  6,400,000  series. 

PURPOSE 


This  file  is  the  master  file  on  all  cars  titled  in  the  State  from  which 
the  annual  Registration  Renewal  Cards  are  run. 


PERSONNEL 
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ACTIVITY  PL:flF01iI..ED  NO.  6 


application  and  anj  future  corrections  of  record. 

PUitPO^H: 


To  have  a permanent  record  of  the  Operator 
have  a plate  from  which  to  run  applications  for 


and  Title  infonnation  and  to 
renewal,  etc. 


PFJtSOI^rJEL 


21 

3 ML 


ACTIVITY  PERFORilEU  NO.  7 


aiid  addreasographs  ali  rana«al  applications  on  Operator 

in  J ^ ^‘>'l''®aa°g"'aph  all  Titles  and  other  various  forL  used 

enveirfr  ofTil  the 

envelopes  for  the  various  dsctions  in  the  Department  of  Revenue. 

PUKPOiK 


th*.  Renewal  applications  for  issuance,  prints  the  information  from 
tne  plates  on  the  various  forms  and  cards  vihlch  are  >naintained  for  reference 
in  Hecord  iJectionj  also  addressographs  Titles. 

H^OKHEL 


RliiFKKSIJCE 

Act  1929,  P.  L,  905,  Section  5OI-5IO. 


OFFICE  DELIVERY 
ACTIVITY  PEltFQK?.:ED  NO.  3 

GENiLRAL  UNIT 

Supervises  and  administers  the  functions  of  the  Section. 
PURl^QSE 

Administration  of  Section. 


PERSO^EL. 


6 F 
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activity  PMiFORi:ED  NO.  2 


II'jPlVIDU  J.  .aNDOV  Ui^T 

Set  up  to  >fait  on  the  applicants  that  appear  in  person  in  the  Bureau 
and  handles  all  applications  received  by  special  delivery  and  registered 
mail,  also  complicated  applications  that  need  special  handling  are  processed 
in  this  Unit. 


pum^osK 


To  offer  the  public  an  over~the-*couniter  service. 
PERJONKH. 

24  F 


activity  perfokudd  ho.  3 

EXPREoo  UNIT 

Created  for  the  purpose  of  serving  the  24  Hour  Messenger  Service. 


PURPOSE 


To  accoiruaodate  persons  authorised  to  conduct  24  Hour  Messenger  Service. 
PERSONNEL 

17  F 


ACTIVITY  PSRFORL.SD  NO.  4 

DEPOSIT  Il4G  UNIT 

To  prepare  daily  reports  and  ma.ie  deposits  of  our  receipts. 
PURPOSE 


To  insure  daily  deposits  of  all  cash,  checKs,  money  orders  received  and 
prevent  errors  by  making  daily  reports. 

PFJ^jQNNEL 

16  F 
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ACTIVITY  PEKFOli^^KD  NO.  5 

FREE  UNIT 

Issue  free  registration. 
PURPOSE 


To  issue  free  registration  to  authorized  persons  and  others  enumerated 
under  Section  722. 

PERSdhjEL 

1 F 


ACTIVITY  PERFOR-ED  NO.  6 

UTILITY  UNIT 

Set  up  during  the  Registration  Reneml  Period  only,  issues  registration 
plates  on  regular  renewal  applications. 


REFERENCE 

Act  1929,  P.  L.  905,  Section  501-’510 


TITLE  SECTION 
ACTIVITY  PERFOEtailD  NO.  I 

GEI^ERaL  UNIT 

Generally  administer  CertiTicate  of  Title  Law  and  supervise  related  worK 
such  as;  Opening  mail;  examijiiing  applications  for  titles  and  licenses;  issuing 
reports  on,  and  investigating  stolen  and  recovered  motor  vehicles;  contacting 
manufacturers  of  .Taotor  vehicles  and  recording  specifications  that  are  required 
to  establish  license  fee  rates;  approving  or  rejecting  requests  for  exemptions 
from  title  and  license  fees;  a|.-‘proving  or  rejecting  requests  for  Farmers' 
Exemption  Permits  and  issuing  such  permits;  interviev/ing  public. 

PURPOSE 

Administers  provisions  of  "Vehicle  Code"  regulating  the  issuance  of 
certificate  of  title  ai:id  licenses  for  motor  vehicles.  Prevents  the  issuance 
of  title  and  registration  to  other  than  legal  owner  and  aids  authorities  in 
the  recovery  of  stolen  cars.  Determines  class,  registration  and  annual  fee. 
Determines  whether  or  not  applicant  requesting  exemption  from  fees  meets 
requirements  established  by  law. 

PEHEQKNEL 


6 F 

1 Open 
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ACTIVITY  PKiiFORITiD  NO.  2 


MAIL  QPEi^BlG  UNIT 

Open  envelopes  and  remove  contents  of  all  mail  delivered  to  Bureau 
of  Motor  Vehicles  excepting  (1)  personal  mail  (2)  registered  nail  (3) 
special  delivery  mail. 

Record  all  cash  remittances  received  for  licenses,  titles,  etc,, 
maintaining  a typevvritten  record  of  each  ite.m, 

PUHi'OSL 


Centralizes  mail  opening  operations  for  entire  Bureau,  thus  esta  lish- 
ing  methods  of  properly  tracing  records  of  cash  mailed  for  license  fees. 

19  F 
5 Open 


ACTIVITY  PSRFOHl.t£D  NO.  3 

EXAURLMG  UNIT 

Examine  and  approve  or  reject  all  applications  for  certificate  of 
title)  transfers  of  title;  applications  for  operators*  and  all  other 
licenses  presented  to  the  Bureau  by  mail. 

PURPOSE 


Determines  if  license  fees  submitted  are  correct;  if  applications  are 
signed  by  proper  persons  and  if  all  required  infomation  is  supplied. 

PEKSQNREL 

47  F 
5 Open 


REFERENCE 

Act  1929,  P.  L.  905,  Section  501-510. 


REGISTRATION  SECTION 
ACTIVITY  PERF0R^ED  NO.  1 


GETJBRAL  UNIT 

Supervise  and  direct  the  worK  of  the  Section. 


-53“ 


PUItPOSE 


Administrative  - ’iaintains  Personnel  Records,  prepares  Production 
Reports, 

P5RJ0:iIjEL 

5 P 


ACTIVITY  PERFORIvIED  I-jQ.  2 

IIUl. BERING  UNIT 

Classily  and  nu:nber  ail  applications  received  through  the  mail  for, 
Certificate  of  Title,  Assignment  of  Title,  Transfer  of  Registration  Plates, 
Change  in  Type  of  Body  or  Engine,  Passenger  and  Commercial  Registrations, 
Dealer’s  Registration,  Tractor  Registration,  Learners’  Pemiits  and  appli- 
cations for  Duplicate  Certificate  of  Title,  Registration  Card,  and 
Operator's  Certificate. 

Separate  series  of  numbers  are  used  for  each  class  of  application. 


PUil^OSE 


Establishes  a perxaanent  Title  Record  for  each  veiiicle  titled  in  Penn- 
sylvania, and  an  Operator’s  Plate  Nui^iber  for  each  applicant  for  Learner’s 
Permit,  assignment  of  operator’s  license  nuraber  to  persons  successfully 
passing  operator’s  examination  conducted  by  the  dtate  Police  for  this 
Department  in  accordance  vfith  the  Department’s  formula. 

The  nujober  assigned  to  the  various  explications  is  the  basis  on  which 
our  Registration,  Operator's  and  Title  Files  are  established,  also  provides 
a record  for  accounting  purposes  for  remittances  received  from  the  applica- 
tions processed. 


perlOi:nsl 


15  P 


ACTIVITY  PSRFORI.ED  NO.  3 

DEPOSITING  UNIT 

Separate  remittances  from  applications,  verify  with  established  fee 
covering  the  respective  application  or  class  of  registration.  Transmittals 
covering  the  remittances  are  prepared  from  the  individual  applications. 
Remittances  in  the  form  of  checks  and  money  orders  are  arranged  for  deposit. 
Cnecj^s  are  sorted  by  Banxing  Districts.  Both  t 'pes  of  remittances  are 
endorsed  for  the  State  Treasury, 


PUid^OSE 


Provides  the  necessary  records  for  deposit  of  monies  accruing  to  the 
Conwionwealth  from  motor  vehicle  licenses,  and  for  verification  by  auditors 
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of  the  Commonwealth  for  amounts  collected  from  each  class  of  application. 
PEH^OhNIiX 

20  P 


ACTIVITY  PhliFOh:i;D  NO.  U 

COiiEECTlOh  UNIT 

Applications  for  Titles,  Certificate  of  Junk,  Correction  of  Name, 
Correction  of  Engine  or  Lianufacturers ' Numbers  and  all  Renewal  Applica^ 
tions  requiring  Change  of  Address  are  processed  by  this  Unit. 

PUitPOSE 


Establishes  encombrance  record  on  certificate  of  title.  Provides  new 
registration  card  for  transfer  of  registration  plate  and  verifies  applica- 
tions requiring  any  change  before  the  correction  is  made  in  our  permanent 
records. 

PEii^ONNE]. 

9 P 
1 T 
4 V 


ACTIVITY  i.l^F()R^ED  NO.  5 


CARD  bOKTIMG  UNIT 

This  Unit  was  originally  established  for  Sorting  of  Printers  Copies  of 
Registration  issued,  in  order  to  inaintain  a Registration  Plate  File  in 
Graphotype  Section,  on  a current  basis.  Due  to  the  unusual  conditions 
which  arose  as  a result  of  the  discontinuance  of  the  manufacturing  of  new 
cars  and  tne  /ar  Effort,  it  has  been  deemed  advisable  to  discontinue  this 
phase  of  our  wota  for  the  present  time.  The  Siipioyes  nori.mlly  used  in 
tills  vvorK  are  assigned  to  tae  other  Units  of  the  Bureau  of  motor  Vehicles 
to  assist  in  their  worK,  after  our  Renewal  Petiod  for  Operators'  Licenses 
and  Registration  Plates  has  ejcpired.  Trds  may  properly  be  called  an 
Employes  Pool  for  use  in  any  Section  of  Bureau  of  Motor  Vehicles. 

PERSONNEL 

13  P 
3 T 


REFEiffi^jCE 

Act  1929,  P.  L.  905,  Section  501-510 
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COitHhi^PONDiilljCIi:  32:X:TIGW 

activity  PEHFOmiBD  IJO.  1 


General  Unit.  ^DUjjervise  and  administer  the  Section  including  the 
First  Aid  Service  and  the  adjustment  of  Bureau  errors. 

PUhPOSS 


A(irru.nistrativej  keeping  personnel  recordsj  investigating  and  adjusting 
Bureau's  errors;  centralised  care  of  orphan  checks  and  money  orders  and 
irregular  applications#  First  Aid  saves  time  by  getting  employes  with  minor 
ailraents  bacA  to  worA  wit  i a minimum  loss  of  tiiue,  assisting  eirployes  requir- 
ing treatment  under  physicians'  care  who  otherwise  would  have  to  stay  home 
and  provides  efficient  handling  of  accidents  for  employes  or  public  for 
entire  building. 

13  P 
4 V 


ACTIVITY  PERFORJ.SD  NO.  2 


Dictating  Unit.  Reply  to  letters. 

Censoring  Unit,  Sab-rmitA.  Censor  dictated  letters. 


PURPOSE 


A centralized  group  for  answering  inquiries,  returning  applications  and 
explaining  reason,  for  rejection,  etc. 

Letters  of  student  dictators  are  reviewed  for  error  in  procedure,  under- 
standable phraseology'-,  and  correct  enclosures. 

iEldiUKNBL 

10  P 

5 V 

6 P 


ACTIVITY  I-ERFQiil.ED  NO.  3 

Censoring  Unit,  Sub-unit  B.  Censor  letters  typed  without  dictation, 
form  letters,  and  all  proof  reading. 

Stenographic  Unit.  Centralized  stenographic  and  typing  service. 
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PUIIPOSE 


Letters  of  stenographers  and  typists  are  reviewed  for  correct  phrase- 
ology, typographical  errors  and  correct  enclosures. 


Provides  stenographic  and  typing  sernrice  for  «itire  Bureau. 
PFiiBOriniilL 


5 P 
1 T 
26  P 

5 T 

6 V 


ACTIVITY  PlHFOm.ED  MO.  4 

Correspondence  iiouting  Unit,  A.  Receive,  date,  read  incoming 

mail  and  prepare  forms  to  compile  information  needed  for  reply.  Make  records 
for  file  of  all  rejected  applications,  sign,  fold  and  enclose  all  outgoing 
mail  and  deliver  to  mail  room.  MaLntain  inter-Section  and  inter- Department 
messenger  service. 

Correspondence  Routing  Unit,  Sub-unit  B.  ChecK  and  analyze  incoming 
mail  after  information  is  compiled  and  routs  for  dictated  reply,  reply  with- 
out dictation  or  form  letters  and  handle  the  charge-mail  routine. 

puitposE; 

Centralized  unit  for  receiving,  dispatching  and  delivering  incoming  and 
outgoing  routine  correspondence  and  other  routine  material. 

Centralized  unit  for  preparing  routine  correspondence  for  reply  for 
correspondents,  stenographers  and  typists. 


PERSONNEL 


23  P 
3 T 
10  V 
12  P 
3 T 
7 V 


ACTIVITY  PERFORM  NO.  5 

Filing  Unit.  Maintain  General  Correspondence  file.  Data  file.  Stolen 
and  Recovered  car  file  and  RVG~2  or  Change  of  Address  file. 
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• i ’ *s.  . 


PURPOSE 


provides  filing  service  for  entire  Bureau.  General  correspondence, 
Data  material,  stolen  and  recovered  car  reports  and  applications  for  change 
of  address  are  indexed,  cross  referenced  and  filed.  Loox-ups  or  requests 
to  pull  correspondence  and  Keeping  ticklet  s/stem  is  included  in  this 
service. 

PERSONNEL 


25  P 
8 T 
11  V 


.vCTiviTY  pi:fj=uri.:ed  no.  6 

Mimeograph  Unit.  Centralized  unit  furnishing  mimeograph,  multigraph, 
raultilith,  photostat,  folding  and  stapling  service  for  the  Bureau  and  on 
request  other  Bureaus  and  Departments, 

PURI-OSE 


Provides  the  Bureau  with  the  many  form  letters  used  and  a variety  of 
miscellaneous  forms,  office  memoranda  for  general  circulation,  etc.,  and 
furnishes  the  photostatic  copies  for  which  fees  are  paid. 

PERSONNEL 

8 P 
2 V 


REFiJiEi^GE 

Act  1929,  P.  L.  905,  Section  501-510. 


RECORD  SECTION 
activity  PERFCR-MiD  NO.  1 


getnieral  unit 

Handle  time  and  pa^y'-roli  and  records  of  Personnel,  requests  for  photostat 
copies  of  records,  prepare  reports,  etc, 

PURi^OSE 


Administration . 
PERSONNEL 

6 


-58- 


activity  Fii:i.FOR:.£D  wo,  2 


lijDIVIDUAL  SatVICE  UNIT 

Distribute  all  wor^.  received  from  other  Sections  of  the  Bureau  and 
dispatch  ail  mm  within  the  Section,  handle  phone  calls  for  information 
for  which  24  hour  service  is  given  throughout  the  year. 


PUW^OSE 


To  facilitate  flov7  of  mm  and  to  give  the  best  possible  service  to 
the  public,  enforcement  officers  and  other  Sections  of  the  Bureau. 


PERSONWSL 


9 


activity  FSHJ’ORI.^lilD  KO.  3 

SOKTI;;G  AI'.'D  FILIWG  UNIT 

Sort  and  file  for  the  entire  Section. 


PUKPOSE 

Expedite  placing  of  records  in  respective  files. 


PElliOWWEL 


40 


activity  PERFCmED  NO.  4 

MAi^UFACTljtt:Mi*S  SERIAL  UNIT 

Maintain  a Manufacturer’s  Serial  Nvimbcr  4"  x.  2^”  card,  filed  by  maxe 
of  motor  vehicles  and  trailers. 

PUiiPOSE 

Provides  a xey  and  control  of  the  Title  liaw.  Every  application  for 
certificate  of  title  is  checiced  against  this  file  to  prevent  titling  of 
stolen  motor  vehicles,  Finance  Company  ’’Snips,”  double  financing  and 
improper  classifications  as  to  aiiy  physical  changes  -made  on  a motor  vehicle. 
It  prevents  duplications  and  provides  a cross  reference  to  the  Numerical 
Title  File  as  well  as  Alphabetical  and  Numerical  iiegistration  Files. 

PEribOWWEL 

22 
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ACTIVITY  PSitFOJl^^ED  NO.  5 


ALPHABllTIC^iL  REGISTRATION  FILE 

I/iaintain  a file  cf  cards  x 4"  covering  all  motor  vehicles,  trailers 
and  tractors  registered  for  current  /ear  and  three  previous  years,  arranged 
alphabetically  according  to  name  of  owner.  Financial  Responsibility  "Stop" 
cards  are  filed  in  this  Unit,  Refunds,  Suspensions  and  Revocations  applying 
to  Registration  are  recorded* 

PURPOSE 

This  file  serves  as  a cross  reference  to  the  Nu/aerical  Registration 
File  and  in  many  cases  to  all  other  files,  famishes  information  for  mail, 
telegrams,  phone  calls,  applications,  etc.,  men  information  is  obtainable 
in  this  file. 

PliiiSOIh-jEL 

22 


ACTIVITY  PEiiFCRL;ED  NO.  6 


NUU-JiaCAL  RpjGlSTRATION  FILE 

l^aintain  cards  size  4"  x 4'*  arranged  nuruerically  according  to  Registra- 
tion Nuraber  covering  all  motor  venicies  and  trailers  registered  for  current 
year  and  three  years  previous.  Ail  reissues,  exchange  traiasfers,  refunds, 
suspensions,  revocations,  change  of  addresses  and  corrections  are  recorded 
on  these  cards*  Cards  also  show  date  of  issue  and  by  which  section  issued. 


PUitPUdE 


‘[’This  file  ser’/es  as  a cross  reference  to  the  Alphabetical  Registration 
File  and  in  many  cases  to  all  other  Files,  famishes  information  for  joail, 
telegrams,  phone  calls,  applications,  etc. , when  information  is  obtainable 
in  this  file. 

FM^QI^IiEL 

21 


ACTIVITY  PERFOR}.:?jD  NO,  ^ 

Nu::EiaCia  titli':  file 

Maintain  a file  of  ail  applications  for  title  of  motor  vehicles,  trailers 
and  tractors,  and  all  corrections,  duplicates,  etc* , in  connection  therewith. 

PURPCX3E 

Serves  as  an  awc-hentic  record  of  proof  of  ownership,  encumbrances,  etc. 
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ACTIVITY  PZKFOKi'.ED  MO.  8 

ALPhAiimCAL  OPKitATOri^o  FILE 

»!aintain  a file  of  cards  1;^;'*  x 4”;  of  all  operator's  licenses  issued 
to  operate  a motor  vehicle  for  current  year  ai'id  four  previous  years,  arranged 
alphabetically  according  to  name. 


PbixPObh 

Serves  as  a cross  reference  to  the  Ntu))erical  Operator's  File.  Information 
is  furnished  for  mail,  telegrains,  phone  calls,  applications,  etc.,  wnen  infor- 
mation is  obtainable  in  this  file, 

PSRSOIOJEL 

15 


activity  Pl’JKFOlt.^KD  N0»  9 

NUI-Y^iaCaL  QPhMOH'S  FILE 

i.iaintain  a file  of  cards  size  4”  x 4"  arranged  numerically  of  all  operator's 
licenses  for  current  year  and  tru:*ee  previous  years.  Also  included  in  this  File 
are  original  ai.)plicatioas  for  Learner’s  Pennits  filed  nunerically  according  to 
plate  number. 

PUiuOSE 


Serves  as  a cross  reference  to  Alphabetical  Operator's  File  and  controls 
any  misstatements  as  to  description,  color,  etc.,  of  operator.  This  file 
furnishes  ail  information  needed  by  Safety  Section  in  enforcing  requirements 
of  Operators  in  cases  of  any  violations,  etc. 

PSHSOL'NLL 

18 


ItEFLkDilCE 

Act  i929,  F.  L,  905,  Section  501-510. 
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ACCOUI.T  SSGTIQI^ 

ACTIVITY  PEilFORiV.j:D  NC.  1 


GRM?iii\L  UNIT 

Audit  all  Per-diem  payrolls  and  special  accounts. 

Maintain  supervision  of  all  analysis,  the  recording,  auditing  of 
receipts,  deposits  and  adjustoents  and  assignnients  of  registrations  and 
nujaber  series. 

Proof  read  and  checi?;  motor  list  for  Police  Bulletins. 

PUiiPOBE 

To  adjust,  audit  and  suirmarize  the  reports  froiA  the  several  departments 
aaily  so  we  can  have  a checic  on  records  and  assignments  and  maKe  an  aggregate 
statement  or  adjustment  at  all  times. 

PLiioOthJEL 

9 F 


ACTIVITY  Pi!;fiFOli?;.BD  NO.  2 

liEFUND  UNIT 


Prepare  ail  cla.ims  for  refund  of  license  fees  and  monies  alleged  to  have 
been  paid  to  the  Bureau  of  I'otor  Vehicles  as  a result  of  an  error  of  law  or 
of  fact  and  transioit  to  the  Board  of  Finance  and  Revenue 


PURPOSE 


To  receive,  review  and  checit  aU.  claiins  for  refund  and  handle  all  corres- 
pondence concerning  same. 

To  prepare  claims  for  refund. 

To  prepare  requisitions  and  transmittals  for  the  classification  and  pay- 
ment of  same. 

To  see  that  all  records  and  plates  on  which  refunds  have  been  granted, 
are  cancelled. 

To  prepare  monthly  statements  as  to  the  number  of  clairns  handled  and 
the  amount  paid  out . 

PERSO.INEL 

2 F 
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ACTIVITY  PF.liFOH:.:KD  WO.  3 
RETUltfJ  TAG  UNIT 

Ai)prove  applications  for  free  issues,  registration  plates,  registration, 
certificate  of  title  and  operator's  licensee 

Adjust  departmental  errors  (title,  free  transfer  of  registration  plates, 

etc. ) 

Secure  Return  of  replaced  license  tags,  reissues  and  exchanges. 

Record  license  tags  returiied  for  better  roailing  address* 

Reinail  unclaimed  license  tags. 

Record  and  void  tags  returned  for  cancellation  or  other  disposal  as 
Refunds,  Suspension,  and  Junk* 

PURPOSE 

Adjust  and  keep  record  of  errors  and  corrections. 

PERSONNEL 

9 F 

REFERENCE 

Act, 1929,  P.  Lo  905,  Section  5OI-5IO0 
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DEP,iRri.;^NT  OF  KF’n^I'IUE 


ST/iTS  ATrfLETIC  COI.IIISOIOM 


ACTIVITY  PEHFQi&IliID  NO,  1 

Ddi’ect  activities  oT  Co-ijoiasion  t-hreugh  Philad-siphia,  Pittsburgh  and 
IVilliamsport  offices: 

Examine,  and  issue  licenses  to,  promoters,  officials  and  contestants 
engaged  in  boxing,  vtTestling  cind  athletic  shews  and  eodiibitions, 

Maintailn  records  of  license  holders,  shovdng  current  standing  because 
of  suspension,  revocations,  violations,  fines,  etc,. 

Ghecf^  tiojtcet  sales  for  athletic  contests j examne  credentials  and 
licenses  of  p;irticipants  and  promoters  and  officials, 

Col3,ect  state  tax  cm,  receipts^  prepere  transmittals  and  forward  receipts 
to  Harrisburg,  Typewrite  and  mail  official  Reveiiuo  Receipts  to  taxpayers. 

Serve  as  members  of  organii'-ations  tc  p.romote  clean  sport  in  boxing  and 
wrestling. 

Impose  axid  collect  fines  for  violations  and  forfeitures  of  puirses. 

Taxe  and  transcribe  dictetion. 

PURPQ5E 

The  work  done  by  the  State  Athletic  Commission  is  in  the  interest  and 
promotion  of  clean  and  proper  exhibitions  of  box3.ng  and  wrestling  skill. 

The  CoOToission  cooperates  with  si:ailar  bodies  in  other  States,  thus  extend- 
ing the  scope  of  its  control  of  the  sport.  Fees  are  collected  for  the 
issuance  of  licenses  to  properly  accredited  prom.ctors,  officials  and  contest- 
ants, and  fines  are  imposed  and  collected  for  violations  of  Commission  rules 
and  State  laws. 

The  CoMidssion,  througj'i  its  field  agents,  Gheck  the  amounts  of  admission 
ta::  due  froia  athletic  exhibitions  and  ccl3-oct  such  t.ax  from  promoters. 

REFERSIjGE 

S.  SeCo  427,  Act  of  'April  9,  1929,  P.  1.  177,  as  Amended 

June  21,  1937,  P-  I865o  Seco  202,  Act  of  April  9,  1929, 

P.  L.  177,  as  last  Ainended,  May  21,  1943,  P*  !•  443* 

3ec.  2303,  Act  of  April  9,  1929,  P.  1-  177,  added  June  21, 

1937,  P.  L.  1865. 


PERSONNEL 


11  F 


ACTIVITY  PartFQB.SD  ^iO.  .1 
■ ^II^uEjlSTKATIVS 

E.' '.ercifie  general  a'j.pf’rvisrion  oi.  ahcl  rt-Gponsibilit.^  for,  the  entire 
Buraaii.  Vaintain  records  of  sniplopos  and  absence  from  duty^ 

ir’C'Cuss-:  Fadeli.ty  Bonds  f or  Sifplo/es  >-ho  ehoifld  bs  bonded;  see  that  new 
enployos  are  fumishcd  v/ath  nscessary  ic.riiis  j.or  retirement;  make  up  hourly 
payrolls.::  make  reports  to  Revenue  lor.sonnc.l  Office^  Interview  visitors, 
a.nsv'er  telephone,  type  and  act  .as  general  c.nj.omation  clerk. 

FIJKTGCE 

Genercvlly  supein^is’-es  the  .^ork  of  the  entire  Bureau, 

FEHoUlvgl 
/[.  F 


ACm  ITI  PERFORl-EP-NO..  2 

.luGOliET  Xl~jG  . 

Rr-spare’for  tra.nSirdotal  to  the  .State  Treasurer  all  monies  received  by 
the  Euo'eau;  the  nsceasary  potrclngs,  reports  to  the  individual  ledger 

aeoouQos;  riaintain  the  necessary  contro3..1iAng  accounts;  prepare  trial 
'Dalan.cis;  prepare  nk;nthly  semi-annu.al  sAid  annual  statements  and  reports 
of  s t a;t  i 3 1 i c e. i no, t nr e <. 


PUkfOS] 


Trarasmi-ts  to  st.ate  Treasurer  ail  irrriies 
to  thvose  authorised  to  receive  thenic. 


received  and  furnishes  reports 


?ER^!?^RL 

4 P 


AC?mrX_PEHFOHiaD . NO.  3 

BOND  >vND  PEHIHT  . .. 

HiTii^rapoiications  for  liquid  fuels  permits;  determine  the  amount  of 

bond  that  ,'dll"  be  reouirsd;  issue  permits  to  applicants  who  ^ 

qualified;  prepare  for  distribution  printed  list  of  registered  distributors 

and  supplKicents  thereto;  handle  petitions  for  refunds  of  monies  covering 

over"' payments  of  taxes;  oxaraine  and  file  ail  liqiid  fuels  tax  bonds » 

-=65- 
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puitpoiiii; 


Properly  bonds  each  applicant  and  issues  per/nits  to  those  qualified 
to  receive  them.  Insures  a refund  application  vdien  justified,  to  Finance  - 
Kevenuco 

PKrdSQtjliSL 

1 F 


ACTIVITY  PKKFOHMED  HO,  4 
liAILLNG  iVND  SUPPLY 

Attend  to  the  handling  of  all  incoming  and  outgoing  mai;  furnish 
messenger  service  for  the  Bureau,  both  intra^departmental  and  inter- 
departmental j operate  supply  storerooms. 

PURI^OSE 

Centralizes  incoming  and  outgoing  mail  and  jaaintains  proper  supply 
records* 

PERSONNEL 


2 F 


ACTIVITY  PERFOKL'ED  NO.  5 


FlLL’jG 

Handle  .anH  file  all  correspondence  which  affects  the  Bureau  generally; 
index  all  correspondence  and  account  for  all  files  withdrawn. 


FUPcPOSE 


Provides  filing  service  for  entire  Bureau* 
PERSONNEL 

1 F 


ACTIVITY  PERFCRtSD  NO.  6 

STSNOGRAI-HIC  At-IP  TYPING 

Perform  the  necessary,  secretarial,  stenographic  and  typing  duties  for 
the  various  units  of  the  Bureau;  type  permits,  distributors'  lists  and  tax 

procedures* 
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PURPOSE 


Provides  stenographic  and  typing  service  for  the  entire  Bureau. 
PERSPRUEL 


5 F 
2 PT 


ACTIVITY  PERFOit'^BD  NO.  7 


FIELD  aUDITlITG 

Conduct  audits  and  investigation  concerning  and  collect  any  outstanding 
state  taxes  or  bonus  together  vd-th  accrued  interest  remaining  due  and  unpaid 
by  corporatons,  associations,  partnerships  or  indj.viduals ♦ Examine  booKs, 
accounts,  documents  or  papers  of  any  corporation,  association,  partnership 
or  individual  as  a means  of  a.scerta:jiing  ail  needed  information.  The  policy 
of  this  Unit  is  to  make  an  audit  of  aJJ.  distributors  at  least  every  six  months. 

PUiiPOSE 

By  conducting  a semi-annual  audit,  it  is  determined  whether  or  not- 
additional  taxes  are  due  the  Commonwealth  and,  if  so,  to  collect  them, 

PEHdOKNEL 

39  F 


ACTIVITY  PidiFOK-ULD  MO.  8 
iNTSRILkL  AUDlTir^G 

Examine  all  monthly  reports  submitted  by  the  distributors  as  to 
mathemtical  accuracy 3 assure  that  all  checxs  are  properly  drawn  and  in 
correct  amo’onts  and  transmit  them  to  the  accounting  unit  for  deposit; 
verify  the  schedules  which  are  attached  to  the  reports  as  to  mathematical 
correctness  and  that  all  full  information  as  to  receipts  and  disbursements 
of  liquid  fuels  is  furnished;  tabulate  and  verify  common  carriers'  reports; 
prepare  determinations  of  additional  tax,  penalties  and  interest;  maintain 
file  of  all  dealers,  distributors  and  common  carriers  reports;  reconcile 
clearance  certificates;  deterimine  the  proper  tax, periods  to  which  all 
payments  should  be  credited, 

PURPOSE 


Determines  the  accuracy  of  monthly  reports  from  distributors  and 
iiuiuies  necessary  adjustments.  Serves  as  a verification  unit  for  all  reports, 

PERSONi>IEL 


20  F 
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HEFEKENCE 


S 

Liquid  Fuels  Tax,  Act  105 

Pamphlet  Law  149 

Act  1931,  May  21,  P.  L.  149 


H 


DEPAiiTL'.i';NT  OF  HEVENUS 


BUREAU  OF  lijSTITUTIOUAL  COLLECTIONS 


activity  PERFOmJjlD  NO,  1 

EXECUTIVE 

The  general  administrative  v;ork  of  the  Bureau  of  Institutional 
Collections  is  conducted  in  this  office  relative  to  State-owned  Mental 
Hospitals,  Feeble-minded  azid  Epileptic  Institutions,  Medical  and  Surgi- 
cal Hospitals,  Penal  and  Correctional  Institutions  and  State  Teachers’ 
Colleges, 

PUxlFOSS 

Economy  through  efficiency  whenever  possible,  and  protection  of  the 
Commonwealth’s  interests.  Generally  supervise  the  worK  of  the  entire 
Bureau « 


PERSONNT^i 


10  F 

1 IaL 

2 V 


ACTIVITY  PtRFORI/.SD  1^0.  2 

MSiNTAL  HOSPXTAIS 

Investigate  ail  cases  admitted  to  the  Hospitals  in  order  to  determine 
who  is  legally  liable  for  the  care  and  taaintenance  of  the  patient,  and  also 
the  anount  such  legally  liable  person  is  able  to  pay,  and  collect  said 
amount  from  the  person  liable, 

PURPOSE 

To  protect  the  Commonwealth  of  Permsylvaxiia  against  legally  liable  persons 
who  are  capable  of  paying  for  the  care  and  maintenance  of  patients.  Collect 
money  from  persons  financially  able  and  (■'.diiling  to  pay  without  legal  action. 


PERSQIb'IEL 
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ACTIVITY  FEKl-^ORLm)  NO.  3 


FSEBLE-iaNDED  & EPILEPTIC  HOdPlT^-iLo 

Investigate  all  cases  admitted  to  the  Hospitals  in  order  to  cbtermine 
vrho  is  legally  liable  for  the  care  and  .'naintenance  of  the  patient,  and  also 
the  amount  such  legsilly  liable  person  is  able  to  pay,  and  collect  said  amount 
from  the  person  liable. 

PUiiFOijE 


To  protect  the  , Commonwealth  of  Pennsylvania  against  legally  liable 
persons  v'riio  are  capable  of  paying  for  the  care  and  maintenaince  of  patients. 
Collect  money  from  persons  financially  able  and  willing  to  pay  without  legal 
action. 

PERSONNEL 


5 F 


ACTIVITY  perfoh:.:ed  no.  4 

EEDICAL  & SURGICAL  HOSPITALS 

Investigate  all  cases  admitted  to  the  Hospital  in  order  to  determine 
who  is  legally  liable  for  the  care  and  maintenance  of  the  patient,  and  also 
the  amount  such  legally  liable  person  is  able  to  pay  and  collect  said  amount 
from  the  person  liable. 


PUiil'OSS 


To  protect  the  Commonwealth  of  Pennsylvania  against  legally  liable 
persons  wiio  are  capable  of  paying  for  the  care  and  maintenance  of  patients. 
Collect  money  from  persons  financially  able  and  willing  to  pay  without  legal 
action . 

PERSOIRjEL 

21  F 


ACTIVITY  PERFORIViED  NO.  ^ 


SE:.a~3TATE  PxaVriTE  HOSPITALS. 

Investigate  all  indigent  cases  admitted  to  Institutions  in  order  to 
determine  who  is  legally  liable  for  the  care  and  maintenance  of  the  patient, 
and  also  the  ajuount  such  legally  liable  person  is  able  to  pay,  and  collect 
said  amount  from,  the  person  liable. 
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PURPOSE 


To  protect  the  Coirjfionvvealth  of  Pennsylvania  against  legally  liable 
persons  who  are  capable  of  paying  for  the  care  and  niaintenance  of  patients. 
Collect  money  from  persons  financially  able  and  willing  to  pay  without  legal 
action. 

PERSOiuJEL 


ACTlVir/  PEHFOmn^D  NO.  6 

private  institutions 

Investigate  all  indigent  cases  adjBitted  to  these  Institutions  in  order 
to  determine  who  is  legally  liable  for  the  care  arid  maiintenance  of  the  patient 
and  also  the  amount  such  legally  liable  person  is  able  to  pay,  and  collect 
said  amount  from  the  person  liable, 

PURPOSE 

To  protect  the  ConimomyeaS-th  of  Pennsylvania  against  legally  liable  persons 
who  are  capable  of  paying  for  the  care  and  maintenance  of  patients.  Collect 
money  from  persons  financially  able  and  willing  to  pay  without  legal  action. 


REFEREI^CE 

S 

Act  of  June  1,  1915,  P*  L.  661 
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XV 


BUIiEAU  OF  1-iEVENUE 


BUREAU  OF  COUNTY  COLLECTIONS 


;a):aiji6TRATioN 
ACTIVITY  pyjlFOm^ED  NO.  1 

GEN^HAL 

Direct  aTl  activities  of  the  Bureau,  cisintain  personnel  and  attendance 
records  and  administrative  correspondence  files. 

PURIOSE 


Coordinate  the  work  of  the  Bureau  and  provide  proper  supervision  for  it 
orderly  conduct. 

REFEHSt.CE 

Act  of  April  9,  1929,  P.  L.  343 
Article  I,  Section  203,  Par,  g„h»i. 

PERSUNREL 

2 F 


ACTIVITY  PMiFORUED  MO.  2 

RAIL 

Receive,  open  ahd  distribute  all  mail  of  the  Bureau. 
PURPOSE 


Centralize  all  incondi'ig  and  outgoing  mail<. 
PERSONNEL 

2 F 

INHERIT^N•CE  TAX 
hCTIVITY  PERF0ia:5D  NO.  3 


GENEUL 

Advise  Registers  of  Vifills,  Inheritance  Tax  Appraiisers  and  the 
Representatives  of  Estates  on  matters  pertaining  to  the  appraisement  and 
collection  of  Resident  Inheritance  Taxes. 

PURPOSE 


Provide  Field  eixjiloyes  and  the  public  with  information  requested  as 
related  to  Resident  Inheritance  Taxes » 
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A.3  iimended 


Act:  of  April  1^2^j  t'cLo  345s  Articla  I,,  ocction  20^,,  Per-g^ht 


pSRSOMiJEL 


2 (F} 


ACTIVITY  PERFORyF-D  KQ,  4 

KQK-KKSIDEKT  ULTIT 

Kaintfin  record  of  .'^11  Non-Kesidents  Estr.tes,  compute  tax  thereon p 
issue  waivers  as  rerjuested  t nd  collect  end  transmit  all  non-resident 
inheritance  taxeso 

PUflPoas 

provide  an  alrhsbeticai  record  of  all  Non-Hesident  Estates  and  to 
record  all  transactions  pertaining  there tOo 

RLFldlENCF 

Act  of  June  P.Og  l^l^p  l oLo  521,  Article  lo  Section  1 and  ^irticle 
III,  As  Amended 

PEHsgJNSL 

3 


ACTIVITY  PERFOtfe-,hD  K0>  5 

INVILSTIQATIOKS 

Supervise,  investigate  and  appraise  Resident  Estates  over  ■,;50^^0c.00 


PURPOSE 

Verify  eccur^tcy  of  tentative  rnnreiseinents  and  to  consult  with 
Registers  of  Tills  rnd  local  appraisers  in  all  matters  pertaining  theretOo 

Rr,FEREKCE 


PEHSOMNEL 

'7  m 


ACTIVITY  PERFOKvAD  NO,  6 


DSLINCILET 

liaintf  in  record  of  liens  filed  with  Pz^tbonotaries  in  the  b7  Counties 
of  th®  State g prepare  statements  of  Delinquent  Accounts  and  follow  up  with 


73- 


Registers  of  wills ; cr-dit  end  check  Register  of  .Villa*  records  in  the  field. 


PURPOSE 

Protect  the  Commonwealth ’3  interest  nnd  insure  payment  of  tnxj 
reconcile  recorded  cocks t information  with  Registers  of  Wills’  Records,  detect 
violations  by  Registers  of  Wills  on  their  deputies  and  determine  whether  any 
defalcations  existc 


RhFSRERCE 

Act  of  June  20,  521j(  Section  amended-. 

Act  of  April  5?  132^5  PoLo  343j>  Article  IX,  bection  ^03^  amended. 

PERSCKNEL 

4 (F] 


ACTIVITy  PILRPOHkED  NO.  7 
DOCKET  . 

^^Intsin  Inheritance  Tax  docket  by  Counties,  record  appraisements, 
allowances  for  debts,  validate  receipts  issued  by  Registers  of  vuills  end 
record  payments  of  tax  to  the  Connaonwenltho 

PURPOSE 

Provide  a periienent  record  of  each  resident  decedent’s  Esteteo  Ap-> 
praisements  are  entered  chronologically  by  date  filed  with  the  Register  of 
Wills  0 

R!i.FER£i;CE 

Act  of  June  20,  l^l^ij  Pole  521?  section  I4  and  18. 

Act  of  Aoril  5,  152^;),  p.L*  343?  /irticle  XII,  seCc  1201  » D.go 

PERSOtfl-ISL 

“ 5 (F) 


ACTIVITY  PERFORMED  hOo  S 

WAIVER 

Issue  waivers  for  the  transfer  of  Corporation  Stock  on  application 
of  Administre tors , Executors  or  Attorneys  and  maintain  record  thereof  in 
each  Estate. 


PURPOSE 

Comply  with  the  provisions  of  the  Act  after  it  has  been  determined 
that  the  tax.  If  any,  has  been  paid. 

REFERENCE 

Act  of  April  5,  152^,  Pole  343,  Article  XII,  Sec.  1203.  Par.  AoB. 
As  AJoended. 


PERSONNEL 

2 (F) 
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ACTIVITy  Pl:i<FORlvZD  i>10, 

L>LTTIinvdi.NT 

tf^intein  a ijcttlemeat  Register  by  Cour.ties  of  the  monthly  Returns 
made  by  Registers  of  .i'illsj,  approve  or  disapprove  expenses  and  payrolls  in- 
curred in  the  assessment  of  Inheritance  Taxes  which  are  paid  out  of  Inheritance 
Tax  collections  by  Registers  of  '^Villsjj  maintain  record  of  fees  received  from 
Recorders  of  Deeds^  Clerks  of  Courts,,  and  Prothonotariaa . 


PURPQSS 

Provide  a record  of  Inhei’itance  Tax  collections,,  salaries^  expensesj 
end  commissions  by  type  of  tax  and  by  Countyf  control  ©zperr.PB  of  collecting 
by  Counties  before  they  are  incurred^  provide  a conduit  for  the  transmittal 
of  such  receipts  to  the  Treasury  Department o 


RRE-CRERCE 

Aet  of  Juno  20f 
Act  of  April  ^5 
Act  of  April 
Act  of  April 


1^20, 


PoLo  521  j 

PoLo  Wji 
FoU  343 f 
PeLo  343$i 


Section  Li 

Article  VIIb  election  7?4 
Article  XII,  Section  1201  b. 
Article  I,  Section  2O4  fo 


PRRSOMJMEL 

4 (FI 


ACTIVITY  PRRFQRrvRD  KO,  10 

FIIS  IXDRX 

Index  and  maintain  an  individual  file  for  each  Sstate., 


PUHFOSS 

Provide  sn  alphabetical  index  for  ell  Estates 

RbFLRP..MCE 

FLRSaNI-ISL 

12  (F| 


ACTlYITy  PERFCRMhD  NO.  11 

FIS  ID  .iPPibiIsLRS 

Investigate  and  appraise  all  Estates  of  Resident  decedents  and 
prepare  and  file  appraisements  with  Registers  of  WillSo 

PURPOSE 

Erovide  Registers  of  i'^llls  with  appraisements  which  fom  the  basis 
for  assessment  of  the  Tax. 

REbPhiENCE 

Act  of  June  20,  I5I5,  PoLo  521,  Section  lOo 


PKRfiOi'iKEL 


250  (F) 
lb  (PT) 
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MISCL  LIM^  OUS  LICZKSE 
ACTIVITY  FTltFOfi^.■£.D  NO.  12 


Gj^.r^AL 

Gupervia'3  tha  Issus.noe  of  fishing^  Huating,  Dog.-  u'Otor  Boat,  end 
Electrical  Chute  licenses,  draft  forias,  prepare  instructions  to  agents,  and 
collect  Delinquent  Accounts,  maintain  Ledger  Account  with  ell  County 
Treasurers  and  agents* 

PURPOGE 

provide  an  Accounts  Hcceiveble  record  of  licenses  isaued,  sold  and 
returned,  provide  for  the  proper  functioning  of  the  Bection* 


RZmiEIjCE 

Act  of  April  li,2^>s  345s  article  I,  Bection  204  b-c-d-e-f 

FERSQNLi:! 

"2  (F) 


ACTB^TY  PT-HFOK/igD  MO.  I3 


FIBBING  BEIT 

Issuance  and  verification  of  rll  Fishing , Kotor  Boat  and  Eel 
Chute  licenses  sold  by  County  Treasurers  and  Agents^ 

PURPOSE 

Ascertain  thf. t all  licenses  issued  have  bean  properly  accounted 
for  and  to  provide  the  boolckeener  with  data  necessary  for  malcing  the  annual 
settlecjents  with  County  Treasurers  end  Agent So 


HF.FFRICNCE 

Act  of  April  132^,  Pcio  345s  Article  I,  section  2O4,  b~c~e- 

PERSQNNEL 

2 (FI 


ACTIVITY  PLRFQR&XD  MO,  14 


DOG  UNIT 

Issue  end  verify  all  Dog  end  Kennel  licenses  sold  by  County 
Tree sure rsc 

PURPOSE 


HEFTivENCE 

Act  of  Anril  3,  1323,  PoL,  343,  Article  I,  Section  204  b-4 
Act  of  Key  11,  F^?l,  p,L*  522 


PERSCa^NEL 


1 (F) 
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IICL]:^i5E  tax 

ACTBriTY  f::.hFORJ,;..D  NO.  l6 


General 

Audit  and  settle  the  Delinquent  Accounts  of  County  Treasurers  end 
Supervise  the  closing  out  of  this  divlsiono 


PURPOSE 

Furnish  the  Auditor  General  Tilth  settlements  as  required  by 
Article  iXj  Section  ^02  of  the  Fiscal  Codeo 

ACTIVITy  P..^FOH?:-ED  NOo  1? 

Settlement 

Maintain  Settlement  Register  of  Mercantile  Tax  returned  by 
County  Treasurers c 

PUEPC6S 

provide  a record  of  Mercantile  Tax  collections^  expenses  of  colle  c= 
tion  end  commissions  retained  by  County  Treasurers  by  type  of  licenses  and 
by  County  and  fiirnish  the  data  necessary  to  settle  County  Treasurers 'Accountso 


ACTIViaY  PERFORtTU  KQ.lS 

Yerlfic&tioa 

Reconc'ile  duplicate  copies  of  Mercantile  licenses  with  tax  assessment 
lists  furnished  by  Miercentile  eppraiserso 

PURPOCE 

Provide  detailed  record  of  Delinquent  Taxes  charged  against  County 
Treasurerso 


ACTIVITY  PEHFQRI.ED  NO,  Ib 

lavestlgf  tion 

Investigate  places  of  business  liable  for  texo 


PURPOjE 

Assist  the  County  ‘rreasurar  of  Philadelphia  County  to  close  out 
Delinquent  Accounts., 


REFERENCE 

Act  of  April  l>2^p  P9I*  343  Article  IXj,  Section  ^01,  As  amendedo 

PERSONNEL 
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DEP-^RTgiENT  GE  S'PA.'IE 
STMS  EMFI/yyES;  K]rT::K£]\^EHT  BCfePP 


ACTITITy-  P-^FCRMjp  H0,1 


Retlx'sment  Boar<i 
PURPOSE 

Adjnltxlstretlon  of  tto  Steta  Eesployee''  Eotirsment  Acto  Recording  of 
all  proceedingoo  Trus'viaQs  of  tie  Fand  exoluelve  coatrol  and  menegement 
of  said  fnnd  end  full  powars  to  in.Yest 

Th.e  office  of  tie  secretary  of  tie  Hetireraent  Board  arranges  ell 
appoiatments  and  corraspoRdeacQo  Arranga  for  montily  board  meeting^  prepare 
all  data  to  be  proesated  -to  tb-a  boardo  Supervise  einoployos  administering 
the  varioue  duties  created  by  this  act  and  the  payment  of  all  expenses „ 
annuities j,  uithdram’als  end  maicbereiiips,  Cbaci  with  ledgers  to  see  that 
all  approjjrlationa  a.r®  received  and  accredited  to  the  proper  accounts. 

REFERENCE 

Act  Tl'lf  June  27^  1^3r  Section  4,,  subsection  1. 

PERSOimL 

"2  Tf| 


A-CTIVm  PERFOR»  NO,  2 


Monfosrahlp 

PIEPOSS 

Th©  State  Employes’  Rctiramsnt  Board  requests  that  each  new  employ© 
upon  entering  serTlcej,  escure  an  application  for  i^mberehlpj,  together 
with  nofflinatioa  of  boaeflcicaryg  from  the  porsozmel  biireau  of  the  Depart- 
raeatt,  execute  saarjc  iraiii}adiata?,y  ^ with  peyoents  to  begin  no  later  than 
six  laonths  from  date  of  appoint  ms  at  t.  Upon  receipt  of  saitOp  applications  , 
are  checked  with  official  cheng©  sheetSf,  certified^  department  notified 
of  the  a.ffio^int  of  deduction  to  be  mad©  from  salary,,  this  deduction  is 
credited  to  the  individual  ledger  card  copied  from  the  payroll  each  pay- 
roll period,  Internet  is  allowed  Bnr;ually  on  the  mean  balance  to  the 
credit  of  each  accounto  Sflske  any  and  all  changes  in  salaries  from  change 
sheets,  Reinstetep  racertify  and  transfer  employes  in  accordance  with  the 
provisions  of  this  Act,  Certify  all  raerrijars  requesting  to  make  payment 
while  on  active  military  leave.  Employes  with  service  prior  to  I-I-25 
may  join  as  of  January  Ip  1^5° 

Certify  EismberB  of  ths  Pennsylvania  State  Pollcso  Record  all  back 
deductions  end  notify  the  departments  when  the  accounts  are  current 0 


si” 


REFEREJVTSE 

Paragraph  6,  Sac-icn  1 
Section  10 

Section  11^  subsection  2 
Act  ll6  and  117 
Suppleiuent  Act  ^12 
Act  453 

^SOilUEL 

i (f) 


ACTIVITy  PPRFCEi^SED  NO.  3 


Witxidrewal 

PURPOSE 

Should  a c'octributorp  before  reaching  supereunuation  retirement  age, 
by  rsaignation  or  dismlaaolj,  or  for  any  otbor  reason  than  death  or  retire--- 
njsnt  upon  dis£;bility  or  for  auparannuationp  cease  to  he  a state  employe,, 
he  or  she  shall  be  peid  from  the  fund  created  by  the  Act  the  full  amount 
of  the  accumulated  deductions  etsndlag  to  his  or  her  credit  in  the  annuity 
savings  eccouat-  Checli  applications  against  the  departn^ats  records; 
pull  Isdger  cnrdSjCaleulata  interest  from  date  of  last  annual  interest  to 
date  of  withdrawal  and  credit  to  msiishers^  account;  audit  roamber’s  account 
from  date  of  entry  to  withdrawal;  oscha  up  requisition  for  payment;  make 
sujDjmsryo  Receive  request©  for  refunds  due  to  erroneous  deductions  from 
departments  and  institutions  = Check  le'iger  card  to  be  sure  department  or 
Inetitutlon  Gen  be  rsimburssd  v;ith  amoiont  requested. 

REFERENCE 

Section  11,  eubeactlcn  1 

PERSONNEL 

FIF) 


ACTTVIIY  PERFORMED  HO .4 

PiEtirsmsnt  » 
Involuntary 
Volimtaxy 
Superannuation 
Disability 


PURPOSE 

Section  11„  12,  13  find  I4  of  the  State  Employes’  Retirement  Act 
cover  the  benefits  available  to  members  of  the  State  Sii5)loyeB’  Retirement 
System  under  the  following  forms  of  retirecent-j 

Involuntary  - A raemher  being  discontinued  from  service  not 
voluntarily  before  reaching  60,  after  contributing  for  ten  or  more  years, 


='2=:- 


fittfelRc-id  sgQ ssl^ry  of  tho 


I2l6y  X‘€'CQ5.’V3  cin  Clji,0'5fSIlC5  tDG'..’3''i  lipw-.-i 

niimber  of  sarvic«fo  , v v,,. 

Voluntary  f-uy  aeirfcier,  baforo  reacbing  ago  60,  wbo  has  completea 

2R  years  oF^-ate  eerYica  Eay  sign  end  reoeiya  an  annaltyo 
^ Disability  - A iwnfcar  i?iio  hf  s contributed  for  at.  least  five  years 

and  who  be-^f^TlSHtally  or  physically  incapacitated  ^he 

duty  before  re&ching  6o  n^y  retire  and  receive  a disability  retirement 

Superannuation  = A.  me^bor  attaining  age  6o 
number  of  yoara  State  Service  Is  entitled  to  an  allowance  on  Superannuation 

Ratlremanto^^^^^^  covers  tha  options  available  upon  Involuntary » 
voluntary  and  superannuation  retirement,  namely.  Options  1,2,3  4- 


ESBSBEKGS 


Section  11,  S’ibsesticn  (3)-,  Section  I23l3»  ^4s 


PERSONNEL 

^2  ('ifP) 


ACTrVi'H'  FERFCBMED  N0>  5 
'^AcOouhting 


Five  posting,  or  bookkaspirig  m?china  oparetorso  controls  must 

check  out  with  the  account  clarko  4-r«.  + Hr.n  n-p 

Record  all  paysaate  of  expenses  due  to  the  admin ietrat ion  of 

the  State  Eisiployes*  Retlreii^nt  Act  33lo 

Prenare  monthly  financial  statement. 

Joui^nal  and  leds©?  accouB-ts  of  receipts  and  disbureements  for 


the  eeparet©  accounts  created  by  Act  3r>3-’ 

Haica  monthly  trial  balances.  (Sam.e  for 
Journal  entries  for  Act  371,  creating 


Adrrjaistration  of  Act  453) 
a municipal  Ret<,  System. 


REFERENCE 

Section  8 


PERSONNEL 

9 (PO:) 


ACTIVITY  P"RFOP.MSD  NO.  6 
Actuary 


Preoare  and  publish  annually  a linarcial  atatenent  sho..tag  the 

condition  of  the  fund  and  varioue  acco^.ts  '=‘-f  ^ed  by  t^^e  if  iso  in 
settinr  forth  other  facts,  recommendations  and  data  as  may  be  of  u 
the  advancement  of  Knonledge  ooncernxng  btato  ^ployes  ^ 

annuities  and  eutanitting  the  finanoaal  statei..ent  to  the  Governor  oi  tne 
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to  the  Stats  EjTip.LCj-os'^  r^rn? n:  Fr'nt,  R, trv''rl  to  yearly  valua- 

tions and  every  fivs  yer^rs  aji  iv’J-vvi:^uVtioi'i  into  the  n'ortaiity  and  service 
experience  of  the  oontribatci’S  art  Lar.efta.iai-les  as  defined  in  the  Acto 

tlFTlHEiNCE 

Section  4^  ” Paragraph  6-7"’S~9 

peksoh:;el 

1 

Retainer  fee  basis 


ADlta^lSTRATIVE 


ACTIVITY  PERP'ORKED  NO.  1 

Opening  of  ail  ms.il  in  Administrative  Bureau. 


PURPOSE 

A complete  chec.v  is  ^tept  of  all  incoming  mail,  most  of  which 
contains, checks,  money  orders  or  casho 

The  three  people  who  handle  the  mail  are  bonded. 

Correspondence  is  data  stampedj  if  not  correspondence  the 
envelope  is  attached  and  stamped.  Notation  is  .made  showing  number  of 
check  and  amount  and  initials  of  person  handling.  Check  or  money  order 
is  stamped  with  identical  number  on  correspondence;  money  is  placed  in 
small  envelope.  Fees  are  given  to  bookkeeper  who  lists  them  and  files 
in  safe  numerically.  >'/hfen  papers  are  completed  fee  is  pulled  and  BX 
receipt  sent  with  papers  .to  eustomor.  Fees  transmitted  to  Revenue^ 

Thus  no  money  is  on  a desk  or  handled  by  anyone  who  is  not  bonded. 

REFERENCE 

(0)  - for  safety  and  efficiency 


ACTIVITY  PSilFOHMED  NO.  2 

Maintain  general  departmental  files. 


PURPOSE 

Files  re  opinions  to  the  department;  hearing;  the  Secretary's 
fi^es  on  Retirement  Board  cases;  purchase  of  equipment;  Photocopy  Bureau 
files;  permanent  files  of  Governors'  Proclamations;  Executive  Orders  and 
Interstate  Coi^acts;  original  mir-utes  of  the  Board  of  Pardons  are  i.ept  in 
the  Admiriistrative  Biu'oau.  Ail  personnel  and  payroll  files  and  attendance 
reports. 

RFFERENCE 


(0)  " convenience  of  Secretary 


\ 
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r r. 


SE 


I c.  ^ > t t') 


\ 


Vi 

.'T : 


ACTIYIgY  PEUFORMBD  HO.  3 

Postage 


PUBPOSE 

All  loos©  postage  is  kept  ia  safe  In  Adialnietratlve  Bureau  to  be 
used  after  the  messenger  leaveag  or  on  holidays  for  emorgency  nurposet  on 
onlj’’„  OtherwlsSp  postage  meter  is  ueedc 


ACTIVITY  PERK)R?f£D  H0„  4 

Signing  of  official  papers 


FUHPQSE 

The  Secretary  of  the  Connon^’ealth  attests  the  signature  of  the 
Governor  on  all  official  papers^  Ho  signs  Pardons  and  Comnutatlons  of 
SontenoQ  as  a member  of  the  Board  of  Pardons,  also. 


ACTIVITY  P/JlPOrvHED  5 

State  Employes'’  KetJ-rement  Board  Mgetiags, 


PURPOSE 

Monthly  mestinga  of  the  State  Employes*  Ratireaent  Board  are  held 
In  the  office  of  the  Secretary  of  the  Commonwealth,  Much  correspoadenc© 
and  many  personal  calls. 


ACTIVITY  FERK)PJ€-:D  6 

Board  of  Pardons 

PURPOSE 

The  Secretary  of  the  Commonvs&lth  aits  on  the  Boetrd  of  Pardons  each 
month  excepting  July  and  Auguste  in  r-dlitioa  to  monthly  Executive  Sessloiie 
The  bound  volumes  of  tegtimeny  are  filed  in  this  Bureau,  Many  letters  are 
received  by  the  Secretary  from  ap'ilicants  and  families  of  apullcanta  re 
their  hearings.  They  are  nnsv/eredf  cepios  circulated  among  all  members  of 
the  Boarde  and  sent  to  Board  of  Pardons  to  be  filed  In  applicants"  folders. 
Many  personal  calls  are  made  by  persons  interested  In  applicant*, 

ACTIVI'IY  PER1Y)RMED  NO,  7 

Bookkeeper 


-5- 


PURPOSE 

Oii3t.c<ly  Of  all  fiss 

eboiflE^  receipts  and  ditbrrE'imente  of  depart,.::;; rit- 
roportfio 


ala  to  Poveaua  Booke 
Bidg&te  end  monthly 


ACTIVITY  PERFORMED  UP.  8 

StorakssplGg 


PURPOSE 

All  supplies  rscelyed  s.ud  diaburaad,  Parpstual  luventory , Approval 
of  ell  print l.ng.  Storing  of  periiianant  recerdss  Mlseogrophingo 


ACTI?ITY  PURFORIvED  HOo  S 

?ifiB8BBag©r  and  Chauffeur 


PURTOSE 

S©lf=o-Kplanatory 


ACTIViyf  FERFC^IED  MO.  10 

Chief  Legal  .Assistant 


PURPOSE 

Advising  and  aseisting  btireou  chiefs  with  legal  queationso  Revis- 
ing end  drafting  coroorete  forsric  Sitting  ia  on  corporation  hsaringse 


REFERENCE 

(0) 


PERSOKfiEL 


? 1 ..  II.'.’;': 

■v  ; ■ i i;  i:'\y  ■ z ■: 


ACTr/iry  praFcera  ho.  i 


lesuiag  coinsEieaions  upoa  orders  of  the  Governor. 


PtRPOSg 

prepare  j msintain  record  ofj,  end  mail  ell  commissi  one  Issued  by 
the  Governor upon  receipt  of  orders  front  the  Governor^  including; 
DepartcKint  HeadSf,  Jfeisfcars  of  Stote  Boards  and  CocaniseiouSp  Notaries  Public ^ 
He ilroedp Industrie!  end  Institutional  Policemen...  Tudgesp  Associate  Judges, 
County  OffiQerSp  MagletratsSp  Justices  of  the  Peace  oad  Aldermen^ 

CoMal  sal  oners  of  Deeds. 

REFERENCE 

Constitution  Arto  4?  S 


ACTIVITY  P1RF0R!^:D  NO.  2 


Issuing  oT.traditlon  papers  at  direction  of  Governor 

PGRPOSE 

Keepers p Doeiataiu  record  ofp  and  laaii  raqulaltions  on  Governors 
of  other  States  for  the  return  of  fugitives  to  Psnnsylvanlao 

prepare  ivorranta  on  requisitions  of  Governors  of  other  States  for 
the  return  of  fugitives  from  Foansylvania  to  the  demjeaidlng  State. 

RSg^RKNCE 

S - 1927*  Pol,  327,  Sections  2-6 


ACTIVm  PERFORMED  NOo  3 


Keeping  Executive  salnutee  of  all  official  Acts  of  the  Governor. 


PURPOSE 

Maintain  record  of  all  official  acts  end  proceedings  of  the 
Governor f,  end  nhon  required  lay  the  samOp  with  all  papers,  minutes  end 
vouchers  relating  thereto,  before  either  branch  of  the  General  Assembly . 


REFERENCE 

Constitution  Art.  4,  Sec.  18 
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'•x  riiaSxxta^i  . 
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ACTIVm  P1-.KF<-Wj3  NQo  4 

Kaeping  Icuge-r  eacoujate  TJitti  rsGords  of  desdec. 

PURPOSE 

Collect  fees  required  'by  lar  far  tiie  use  o?  td©  Comorjweelthj. 
througli  tb.©  Rscorders  of  Deed© a 

REFERENCE' 

S - 1^3p  PoLa  685p  Secp  2 

ACTIVITY  ?ERFOR?<SD  NO. 

Certiflcetions  under  Great  Seal 


PURPOSE 

lasua  certificatea  uBder  tbe  Great  Seal  of  tlie  Conmionwealth^  of 
raattQra  of  public  record  in  tbe  dspartmentp  or  certified,  coplee  of  public 
papers  or  docuirents  on  file  thsreinc 

REFERENCE 

S - 1525,  PoL,  177s  Sec.  802 


PERSC^ilNEL 


3 


Dsp/'p.am^rr  o.?  state 


LPGISLATll>^E  EIECTIOMS 


ACTIVm  PERFCRMilD  NO.l 

E<iitiEgj  pt\b3.i8hing  bM  pXMntlng  statutory  laws. 


PURPOSE 

To  rQCSi'F®  recaipt  for  legislative  bills  as  and  wben  they 
ar®  approved  end  ©ignod  by  proper  -recdJsro  of  the  Senate  and  House  of 
Represent  at  ivsa  of  the  Gerierel  Asseniblyc 

To  prsTjare  legislstivs  approved  by  the  General  Aesembly 

for  eppro^al  or  veto  by  the  Governor o 

To  raceiv®  and  reseipt  for  all  legielatlTe  billSf,  finally  enacted 
Into  law  upon  tha  approval  of  th®  Governor j.  for  permanent  custody o 

To  receive  and  receipt  for  all  legislative  resolutions ^ executive 
vetoeSj,  ©tOo  for  pernianont  custody. 

To  corract  carte  in  array's  in  lass. 

To  punctuate  end  edit  la??s. 

To  affix  m-irginsl  notes  to  laws, 
fo  prepare  law©  for  printing. 

To  correct  proof  shaets  with  original  rolleo 

To  finally  ihdax  end  have  prlntad  ihxmpiilat  Lews  for  distribution 
To  certify  Ibtjs  under  the  seal  of  the  Secrataxy  of  the  CoiaDQonwealth, 


REFSHEROE 

Act  of  May  28 , RoL,  101  ^ Sec,  22 


RiRSOHMEL 

' 5 (^1 


ACTIVITY  PlRFORvSD  NO.  2 

Tna  execution  of  certain  duties  iieposed  up'On  the  Secretary  of 
the  Coimionwealtli  by  ths  Election  Laws, 

PURPOSE 

To  detoriDine  form©  of  acrlnetion  pstiticneg  expense  accounts  and 
all  other  forrns  end  records  prescribed  by  low,  ‘ 

To  Gxamin©  and  approve  or  dleepprove  voting  machines. 

To  certify  condidates  for  political  office^  national  conventions 
©ad  State  coianitteeeg  to  county  bosrda  of  elections;  also  to  certify  the 
form  «nd  wording  of  proposed  consitutional  e.KBndnianta  or  other  questions 
to  he  submitted  to  the  ©leotorso 

To  racsiva  and  determine  the  sufficiency  of  nomination  petitions^ 
cortificetea  and  papers  for  candidateSo 

To  receive  reports  from  county  hoards  of  election  and  to  demand 
additional  reports. 
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To  rsoeive  ^Tom  co-inty  bcaida  of  alectlorr  the  election  roturnej, 
to  CBiivase  and  corn^piito  thd  Trctesj  to  proclaim  the  result e;  to  iaat® 
certificates  of  elect ioiXo 

To  administer  the  laws  ro let  log  to  voting  by  military  bellote 
To  audit  esco'uate  of  cc’vUity  hoards  of  election  for  roimbursement 
of  ospanaee  incident  to  handling  of  mllltaiy  hellotSo 

REFERENCE 

'^Pennsylvania  Election  Oode'’o  Act  of  June  g PvLo  1333 

its  enjendraante  and  suppleroantsc 

PERSONNEL 

7 m 


ACTIVm  PERFORIi^D  NQo  3 

Advert lsin.g  and  certifying  fo.rm  and  wording  of  proposed 
Constitutional  aBaeadmanto  to  be  siibmlttad  to  the  eloctoroo 

PURPOSE 

To  receive  all  conetitutlonal  emecdnssnte  paesed  by  the  Isgislatureo 
To  edvsrtie©  const  it  uticnal  amsndajsntso 

To  certify  constitutional  siaendnKinte  to  county  boards  of  election 
in  the  form  to  be  pleeed  on  the  ballots <. 

To  audit  bills  from  ne^rspap sr s for  printing  constitutional  amendmentsc 


ELFERENgS 

C'OnstitutioD  of  Penasylvealaf,  Arte  XVIII  - SeCo  1 Act  of 
June  3b  Po  L,  133X;  Sections  122%  1003(g},  1201^  60^0 

PERSONNEL 

5 


10. 


D?:pAFrI?,:i:OT__0?’  STATS 
COHPQPulTlOl^  BIIRS.I"; 


BQNIB  UNIT 

AQTI¥m  FLRFCBMED  NO,l 

RccQ.lvlagj  oh'sckiags.  antariog  end  tcl3ulatir.g  annual  Doaaestlc 
Bonus  Reports  {2^9  000]  sai  inl.t.l.ai  t'OuuB  reporto  (approx Imatoly  1000} 

purpose: 

Collsction  cf  bonuB  dua  on  stoo^  io0;jad  on  which  no  payment 
or  hoaua  has  bean  raceivedc 

Entering  reports  on  y allow 'cordo 

Assassins  corparstions  far  diffpronce  in  emoiint  previously  paid 
and  the  reported  rmTiimm  ©toe is:  outeteadingo 

Referring  unpold  acaoimts  tto  DPp'^X’tiisnt  of  Juetice  with  lien 
csrt if lostee. 

SsDd.irxs  out  psnolty  iettera  for  failure  to  file  annual  report, 
preparing  Proofs  of  Claim  In  banhruf/tcy. 

REFEjCTOE 

(S)  April  20 f 1S27,  PoX-o  322  June  21  p I7359  P,  lo  609 

PERSQMSL 

4 IFT) 


ACTIYITf  PERfCBMID  HO, 2 

Receiving^  checking^  and  entering  Beturne  of  Actual  Inoreaae  or 
Bscreese  of  Capital  Stock  (epproxixaatoly  50^  annually). 


PURPOSE 


Collection  of  bonus  dw  ea  reported. 

Requires  ffsintenanca  of  Q-msplet^i  sserchss  on  ail  corporations 


REFERENCE 


(S}  February  1^01 5 P, 
Jtm©  21,  153^,  Po  Lo 


I,  3. April  22, 

609 


1905,  Po  Lo  280 


PERSOML 


1 (.?} 

1 (PT3 


■^11^ 


ACTIVTri  PERFOB^jED  WO,  3 

lasui'ng  Glsareacs  oartifica-tQs  (arprcalEately  l^^OO  ennuolly  ) 

PURPOSE 

Collection  Ox  bonus  dus-. 

Required  by  Corpos'etion  Cods  to  Insure  payrusnt  of  unpaid  bonus 
before  corporate  papers  can  b?  filed  of  rocord, 

:^g£REI€E 

{S}  M&y  5,  P„  L,  ^4pJuly  31.  Pc  Lo  636 

PER3(^I^{SL 

i iF) 


AOTXVITf  K!:BFmmV  NO.  4 

Cbsckiag  Dspartment  of  Revenue  ’^out^of-eTii stance^  records  with 
Dapertsant  of  State  corporation  fileoo 

PURPOSE 

For  COEipileticn  of  a list  of  dormant  corpczratl ons  wiiose  cbartera 
are  to  bs  forfeited  by  Proclamationo 


REFEHENCr 


Is)  April  5,  132c,  p,  L,  743 
February  2,-  1^37,  P.  Lo  3 


PEP.SONIEL 


1 (F) 

2 (PT5 


1? 


PHQrTOCQFi:’ 

ACTIVI  T{  PEPy KQ,_  I 

Microfilm  ej.l  docuusnvs  fl}.3d  ia  the  Ccrpcrotlcn  Bureau.  Checlc 
all  Mlcrofilasd  ccpleso 

Recopy  ond  rsplaca^  by  iagartlca^  any  that  vvere  found  unaet lafactory. 
Check  end  oorroot  (where.  nac3.°ae.ry)  duplicate  rolla  of  fllniB  as 
soon  as  roturaod.c 

File  original  filris  ii;  psnr.eusnt  file  end  rale  sa  duplicate  fllrcB 

for  UBOo 

ACTIVITY  PHHF.^)R:>SD  NOo2 

photocopy  docufflentB  filed  ia  the  Corporation  Bureou  where  the 
applicant  nnd  Insurance  CapertEcnt  arts  entitled  to  copy  hy  law  and  copies 
to  the  Dcjpartmant  of  Banking  and  the  Public  Utility  Cemmiealon,  by  estebliehad 
practioeo  , 

ACTIVITY  PERFORMED  liO.^ 

Photocopy  filed  records  for  purcheas  by  the  public  as  provided 

by  lawo 

photocopy  lotterej  repertSp  trbulatioasp  cherts^  mepsj,  otOo  ^ as 
required  by  this  depertti^nt ^ G-cTi^rnor ’ s Office  end  other  departments;  the 
most  active  accounts  are?  Board  of  perdons^  Budget;  Departments  of 
Conm^rce ; Forest  end  Tatars;  Juatica;  Military  Affaire;  Proparty  end 
Supplia©  and  Welfare o 

PURPOSS 

To  perform  soine  of  ths  duties  of  the  Secretary  of  the  Goianioawealth 
as  prescribed  by  lawe 

RBFERBNCE 

■ (Si  r^y  20,  13T7»  Po  L«  73^pSoc..  If 
May  7.  1%^,  P-  Seco  1 

^^7  17.  1S21,  Lc  682 
Way  15.  Pc  Lo  624,  SoCo  805* 

mj  20  p 1(737,  Po  Lo  1053 

April  3,  1^2%  P,  Lo  177,  Sec»  802 ■ 

May  25.  1(3‘^9«  ?°  21%  Sec,  I 

(0) 

pBRsa^msL 

2 (F| 

4 IFT} 


ACTIVm  PBRFCeMSD  NO.  4 

Keep  time  rsccsrd  of  work  done  and  supplies  usedo  Compute  cost  of 
produ-ctioa  and  distrlbuto  pro  rat.a  by  classification  ©mong  other  departments 
each  montho  Poet  Accoiuite  and  request  supplies  neededo 

PURPOSE 

To  facilitate  practical  conduct  of  the  activities  of  the  offices 
named,,  where  requironrante  of  dispatch  or  economy  can  be  beet  net  through 
photocopying.  Pooling  of  employssp  equlpmsnt  end  services  efficiently  effected. 


9'*  • 


V 


REFERENCE 


(0} 

PEfiSQKREL 

U PT  ) 

No'^es  Eeck  pernoa  h&a  e job  but  all  are  trained  to  aubatitute  on  other  Joba 
An  orgonizstion  of  G peracne  (full  tine)  ellows  pron5)t  service 
during  heavy  loads,  i/licrof ilmiag  of  older  records  from  boohs  provides  work: 
during  periods  of  light  current  worfco 

Turnover  in  personnel  requires  training  for  several  months  to  attain 
proficiency  without  heavy  west  of  material  and  tlxES  so  that  a amallar 
organization  would  lag  in  production  if  Interruptedo 


PErA'mZlKT 

OORP ORATION  EUiyu,AU 


ACTIVITIES  PERFORMSD 

Ic  Filing  Paivars“Oi-Avtciaeiy  and  Re-vocations  of  Agent  by  foreign 
corporations  other  than  business  corporet ions, 

2„  Granting  Certificutes  of  Authority  to  foreign  corporations 

3s  Filing  ChangoE  of  P.agistei-ed  Off  ice  j certified  copies  ^ anend- 
nento^  mergereg  etc^^  by  foreign  ccrpcratione  and  domestic  non-profit 
corporations,, 

4o  Grenting  tiinended  certificates  of  authority  to  foreign 
corporations,, 

5o  Registering  nsinss  of  proposed  now  non-profit  corporations  end 
proposed  new  names  of  existing  non-profi-t  corporatioasc 

Granting  Certificates  of  '.Vithdrewal  to  foreign  corporations,- 


PURPOJS 

l'»IM  Ml— .UIKI*  I I m 

Search  corporate  records  for  ereilebilityi  exanin©,  appro-ve^  file 
papers;  records,  prepare  certificate  thQX’eon,,  and  mail  to  corporation  or 
attorney  end  certify  to  Auditor  General  end  other  departments  having 
jurisdiction, 


REFERENCE 

(C)  Constitution  A.rticle  :>rVI 
Act  Jime  So 
Act  Eay  5,  1333 


2 (F) 


ACTIVITY  PEKFORllED  NO.? 

tCaking  searches  of  records  ond  writing  eeerch  letters  thereon; 
reservation  of  naiaes  of  proposed  business  corporationso 

PURPOSE 

tfiako  search  on  submitted  praecipes  if  fee  prepaid;  send  form  letters 
requesting  such  prepayment;  prepare  search  letter  end  mail  to  one  submitting 
inquiry  together  with  receipt;  search  for  availability  of  proposed  name;  file 


-15- 
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r-asarvation  i.ndax  cprd  and  laotify 
sarvlce® 


corporation  request ing  such 


irdivlclua;,  or 


REFER3uI'iCS 

Act  my  17,  lo  800,;  May  25,  21^,*  Act  Lily  5,  1^133, 

Polo  364?  Secc  202,  203,  1002. 

PERSQMSL 

2 (F) 


ACTr/m  P£HF0Rl<LD  MO.  8 

Supplying  certified  copies  of  corporate  recordej  certifying  conformed 
copies  thereof  end  issuing  certificstss  relating  theretOo 

PTJHPQSS 

search  coi'porate  recordSj,  including  Special  jSiCfc  of  Assembly;  send 
mlmeogronhed  card  or  letter  indicating  z'equired  fee;  order  photocopy  work  from 
Photocopy  Division;  check  material  including  nacessary  proofreading;  prepare 
certificate,  attach  and  sail  together  with  receipt  to  person  presenting  ordero 

REFERENCE 

Act  my  5,  P-^  L.  364,  sec.  11;  Act  l.sy  17,  1^33,  r»L.  80O; 

i^sy  25,  ly3^y,  P.Io  21^ 

PERSONNEL 

1 (F) 


AGTr/IlY  PERFORMED  NO. 

Filing  certificates  of  registration  of  Assumed  or  Fictitious  Names 
and  Statements  of  Cancellation  or  Statements  of  '.'.'ithdrewal  relating  thereto; 
issuance  of  certificate  of  payment  of  penalty  for  failure  to  register, 

PURPOSE 

Check  certificate  for  form  and  compare  with  ■nroofs  of  publication; 
prepere  certificates  thereon;  file  end  iudeic  certificate;  record,  mail 
certificate  c-nd  receint  for  fee  to  nroper  persono  Compare  statements  with 
cLenartmental  registrations;  approve  end  file;  make  required  notation  or  cancel; 
prepare  certificate  of  cancellation  or  withdrawal  end  mail  with  receipt  to 
proner  persono  Prenara  certificate  of  nayment  of  penalty  for  doing  business 
without  reglstrationo 


PNFmRKNCE 

Act  June  23{  li;l7»  PoLo  645?  -^ct  June  20,  P«Lo  542»  ■'^ct  Juno 

2S9  ^323*  2° I-  S78l  Act  hay  28,  1^43^  Polo  781;  Act  L:ay  17,  183?,  Pd,  8OO0 

PSRSa^NSL 


■^16'" 


1 (F) 

1 (PT) 


, 'XM 


— '.  •»  •-  .i-U*-<  , 


•A  .'•;« 


mAiyo^ 


■'  Vo  .>-5XJ3^fJ€rX;;':| 


'■•  A' jA:' 


'.  ^ : ;A  ,‘.;>!,0':t.  ,r  - '.  ■'. 

L.  :'^  0' 1 7 ' « nfo  M ?■  ^ -.  iSHiOi#' 
,.  a.o  <:  iVxj'x  J ■•'. :, 


,ori^  " ,.'.'iv  r , li'""  .i  ’ 

-Vj'.v  * •:  ,-"7-^ 


-07  rr;,;7  o'lO.  "cA'  Mo7  oV-  ^vttixCO/'iiA 


1 o'l 


U'^,  A32  'r.o  ^-'-o 


..i2Pi;«}e/iM' 


■4ll),  I 


. ."•  ■•  1.’  .'7“  ’.  .'i  b*.  ■'  , ,.  i »A 


LCTNlTi  pERfORMED  ^^0,10 


Reglstretion  of  Trftci.'jcBrkn ; az:.::  or  cancelletion  thereof 

PUBFGiiE 

Check  application  for  ev j i Irbility ; exemine  for  compliance  with  ACt 
approve  end  filej  record;  prepare  end  mail  certificate  of  registration  to 
registrentj  or  return  if  not  in  order*  Examine  protests;  notify  prior 
registrant;  request  submission  of  7;rittea  brief  or  memorandum;  conduct 
hearing  on  opposition;  prepare  findings  of  fact  and  orders  or  certificates 
thereono  File  certified  copies  of  assignment j,  index,  and  note  voluioa  of 
records 

(3)  Act  Jun®  l^^Ol,  Pa.o  5825  Act  July  31,  1^41.  PoL*  61O; 

Act  L'ey  17,  p=L*  800, 

rERSOKKSL 

3 (PT) 


ACTIVITy  PERFOHIvED  HQ.  11 

Registration  of  names  of  unincorporated  essociationso 


PURPOSE 

Check  corporate  records  for  availability;  examine  end  approve  app- 
lication and  file,,  record  end  index  sene;  prepare  certificate  of  registration 
and  mail  with  receipt  to  proper  person* 

REFEREi'ICE 

Act  ^.ay  16,  1^23,  iMo  246;  Act  Ray  17,  1333,  P*L„  800. 

FERSOIIMEL 

2 (PT) 


ACTIVITy  PERFORJ-ED  NO,  12 

Registration  of  Emblems,  Nemss,  Mottoes,  Badges,  etc* 


PURPOSE 

Check  corporate  recards  for  evailabili ty ; exariiine  and  approve  app- 
lication, end  file,  record  and  index  seme;  prepare  certificate  of  registra- 
tion and  n©ll,  with  receipt  to  nropor  parson* 

% 

refrri;kce 

Act  May  5,  1^27,  PcLo  778;  Act  M:ey  17,  I333,  P*Lc  8OO0 


PERSONNEL 


-17- 


2 (PT) 


ACTIVIIY  PRRFQRIviILD  KOo  13 

RegistratloB.  of  Union  Lrbela 

PURPOSE 

Check  corporste  records  for  availability;  exemj.nQ  end  approve  app- 
lication and  filCp  reccx-’d  and  indax  sania ; prepare  certificate  of  registration 
thereon  and  nBilj,  with  receipt  to  proper  nersonc 

REFERENCE 

Act  Nay  21,  l8':>-5,  ^5;  Kay  2,  1^01,  Polo  II4;  Nay  17,  l>yJ3, 

Polo  800 „ 


PERSONNEL 

2 (FT) 


ACTIVITY  PERFORi.ED  xNO,  I4 

Registration  of  bottles  and  containers 


PURPOSE 

Chock  corporate  records  for  aveilability;  examine  end  approve  app- 
lication and  rile,  r©cox~d  and  index  ssme ; prepare  certificate  of  registration 
and  mail  with  receipt  to  proper  persona 

RICEERENCE 

Act  June  I5,  IQll,  PoLo  Key  17,  1033^  800. 

PERSONNEL 

“ 2 (PT) 


ACTIVITY  PERF0K1;ED  N0„  I5 

itcceptence  of  service  of  process  on  the  Secretary  of  the  Cornmonwaall 

PURPOSE 

Receive  process  on  5 

1„  Foreign  cornorations  doing  bueinoss  in  Pennsylvania 
2o  Domestic  corporetiona  no  longer  .having  place  of  business 
in  Stats 

Non-rssident  oi^nars  or  operators  of  motor  vehicles. 

4a  Non-resident  owners,  tenants  or  users  of  real  estate  located 
within  the  Conraonwealtha 

Check  process  with  coroornte  records;  examine  and  determine  if  ACt 
authorises  service;  enter  in  process  bookj  mail  cony  by  registered  mail  if 
required  to  defendant  together  with  receipt  or  give  receipt  to  Sheriff  of 
Dauphin  Couinty  when  nrocess  is  served  py  hiiHo 

HE]«EmCE 

5?  seco  lOll;  Kay  10»  1^23,  Ip7;  Rules  2077 

(a)  and  2078  ) Supreme  Court  Rules  of  Civil  Procedure;  Act  Kay  5» 

P.Lo  !>8%  SeCo  812;  Act  July  2,  1^37,  P,L,  2747^ 

PERSONNEL 


2 (PT) 


ACTIVITv'  PSHPOJriI^a':D  I\;Q,  i6 
iipprOTins"  nM 


arrri  luciQTTj  :.3-juJi.Dg  cert  J.f icota  faud 


receipt  for  article 
me  rge  r s a c cta  b o 1 i de.  t 
reservation  o.C  nans 
Domestic  Busii'esSoG 


a ot  lncovporotio7\(,  Aiil-vit  of  paid  ii>  cenitcl.  amendmente, 
ions,.  certiiCicetes  of  diBGoi;:tion^  erticloo  of  diseolutioaf 
P return  of  actve.1  incree::0  of  capltel  stock;  etCo  of 
erporatioESo  Certify  to  proper  dopartmont  and  bursaur 


PURI’ OSS 

^teintain  public  record  of  all  Domestic  Business  CorporatioaBj  showing 
correct  names j ahars  atructurap  roglstered  office ^ purpose,  term^  etc,,  Joe  that 
corporate  action  complies  rith  requironsnts  of  the  laWc 

REFERENCE 

(b)  Constitution  of  Pennsylvania  Business  Corporation  Lawo 
Act  To  l-o  364f  eraondedo  Pardon  T Itle  15, 

Act  of  F,  L.  6/01  Act  of  1^35  ?o  L.  1123 

. PEP^SONNSI 

5 /j.) 


ACTIVITY  FERFQMED  KOo  1? 

Approving  and  firing^,  nalntf ining  card  Index,  issuing  certificate 
end  receipt  for  articles  of  incorporation  OECondments,,  msrgers,  dissolutions; 
etCo  for  Eankis,  Building  and  Loan  Assocletions,  Credit  Unions^  Consurasr  Dis- 
count Goinpanlas  end  companies  incorporated  under  small  leans  acto  (These 
companies  are  oil  under  supervision  of  Departinsnt  of  Banking Certify^ 

PURPOSE 

Ivlaintein  public  record  snd  index  of  all  Banks  ate, 

HEFFmHCS 

Constitution  of  Fannaylvanla  Banking  CodCp  Act  of  1^33  ?=■!«  G24, 
as  araendodc  Purdon  Title  7«  Act  of  1323  Fol^  7G3»  Act  of  1^15  P’E»  1012 
Act  of  15;1S  r,Lc,  375?  Act  of  1537  Fcl/afeo 

PERSONNEL 

6 (PT) 


ACTIVITY  PERFQRI^ED  NOaS 

Approving  and  filings  maintoining  eard  iadexj  iseuiiag  certificate 
snd  receipt  for  articles  of  incoi'porot icn,  smendments,  mergers,  etc.  for 
Insurance  Companies  and  Eeneficial  Assodationso  (Under  supervision  Insurance 
Departn^nt ). 

PURPOSE 

Nmintein  public  record  and  index  of  ell  Insurfenc©  Companies,  etCo 


REFERENCE 

Act  of  1521  P„  I.  G82 


PERSONNEL 


ACTl7ITr  PERFORir.D  KO.-  2C 


Approvir.2  and  'riling  f inlng 

and  receipt  for  erticlos  of  incorporrt icn j 
Electric £,  end  any  corporation  undjr  tho  sup 


cord  inder,  issuing  certificate 
arrj.sndirerx'oe p otCo  of  riater,  Gaop 
envision  of  .Vatar  end  Toiler 


Resource  Board » 


PURROGE 

Kaintein  outlie  record  end  index  of  ell  Watery  popery  Electric  and 
othar  corporations  under  eupes-visioa  of  i'sier  end  Power  Resources  Board; 

REFEHSKGE 

Act  of  1874  73 

Act  of  l58<;  PpL»  22o 

PERSOKREL 

3 (rf) 


ACTIVITY  PEhyORM.D  NO.  IS 

Approving  and  filing,  maintc inir.g  cerd  indeXy  issuing  certificate 
and  receipt  for  articles  of  incor'poration,  azssndments , mergers,  etc.  of  all 
conipaniss  under  the  supein.^ision  of  the  Putlic  Utility  Commission; 

PURPOSE 

iv5sint£iri  public  record  and  index  of  ell  public  Utility  Corporations 

RLEEREUCE 

Act  of  1874  73;  ;Act  of  1878  p.  i.  30:  Act  of  1887  8 

P;Tj,Co  Code  1^;I7  Polo  IC53 

PERGOUNEL 

3 PT 


ACTIVITY  PERFORivED  NO.  23. 

Ajjproving  end  filingf  maintaining  eexd  indeX;  issuing  certificate 
and  recelot  for  ertic-lss  of  incorporot ioHj  amendments  and.  icsrgers  of 
Cooperative  AssoclationSo 

PURPOSE 

l!:ainteia  public  recojxl  and  index  of  all  Cooperative  Associationao 

RJ.FERT.NCE 

Act  of  1887  Po  ic  3^5;  of  1^^?^  PeLo  ^84:  Act  of  p=Lo8^5 

Act  of  l^pic  PoLo  4G6;  Act  of  1-?^  p,L.  511 

PERU  PUNS  L 

^ (PT) 


»2  0*^ 


/iCTr/m  PERyOK^..H,p  K O, _22 

Appro'/ing  er.ci  filingj  mslnfcr’.inlng  cr.rd  IndsX;  issuing  certlfiCRte 
rnd  recaipt  for  ertidss,  etCo  of  Rn.d  Limited  Fnrtnershlpao 


PURPOSE 

Public  record  srud  inde:x 


gSFERr.NCS 

Act  of  l8^;^  r.I,  2Gi 

PERSONAL 

‘ 3 (PT) 


ACTIVITY  rPriFOl^LD  KO,  23 

Approrins  sad  filing;  maintaining  card  index ; issuing  cartificate 
and  receiot  for  Conditional  Sales  Agreements, 

PURPOSE 

Public  record  and  index 


REFE REECE 


Act  of  l';,25  Pjic  603;  -^ct 


>27 


P,  L 


^70;  Act  of  1^23  F«L,  117 


fersoi-t:£I. 

2 {PT} 


AGTIVirf  PERFORlVToD  EO,  24 

Approying  and  filing-  moiatainiag  card  indsxy  issuing  cartificate 
and  receipt  for  Trust  Receipt  financing, 

PURPOSE 

Public  record  end  index 

RTLFEREEGE 

‘ Act  of  1^41  P,lo  307 
PldHSORESI. 

2 (PT) 
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ACTIVITY  P^) 

Approving  and  filing;  niairalt'.in.ing  co-rd  iude>:f  is^-uing  certificate 
and  receipt  for  l.o.anicipal  Authorities, 


PURPOSE 

Public  record  and  indsT. 


REFERLKCE 

(5)  A.ct  of  lti35  8s  eusudoci 


2 (PT) 


AGTIVIIY  PERFORMED  NO.  2,6 

Registration  of  naros 


of  Unincorporated  Associrtions. 


PURPOSE 

Record  and  inde:: 

RRFT'.RSRCE 

Act  or.lf;23  Polo  246 

FT.  HS  QUINE  L 

2 (Pf) 


AvTPVITT  PERRORl^D  ROo  27 

Collection  of  fesc;,  and  collection  Initial  Dorceetic  Bonus  on 
authorized  cppltel  stock  of  ell  ecrporatlonsp  etc..  Transmit  to  Revenue 
Depar  truant  o 


PURPOSE 

FeeSf  Revenue  or  Ifex 

fll.FERSNCE 

Act  of  1|;;27  Pc-Uo  522,  as  em-ndedo 
Act  of  1^2^  Polo  671 

FERSONUEL 

5 (P?) 
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